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Chapter 5 (Pages 32-34) 

Thank-You Letters/Emails 

 

In Thank-You letters/emails we express our appreciation and thankfulness for 

something that somebody has done or for a letter/email we have received from 

that person. So, Thank-You letters/emails can be a reply to a letter/email or an 

appreciation sent to thank somebody because they have done something for us! 

Look at his sample Thank-You email sent to a colleague at the university: 

Dear Mr. Rezai, 

I hope you are doing great.  

I am writing this email to thank you for sending me a copy of the new academic 

documents on such short notice. I really appreciate your concern. 

Please let me know if I can be of any help to make it up for you. 

Best regards, 

Abbas Golpashaian  

 

 

 

 



                                                                                                            

 

 

 
 



                                                                                                            

 

 
 
 
Write a THANK-YOU EMAIL to whoever you like and thank them for whatever 

you like!       
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


