
How to Write a Thank You Note 
for People in the Workplace

Step 1 - Figure out who deserves your thanks

• Boss who supports you?
• Assistant who makes you look good?
• Colleague who inspires you?

If you’re a leader, a great way to remind employees of the traits and actions you most 
appreciate is to thank them when they exhibit those traits. Make a list of the attributes 
you most admire and think about who embodies them--then let them know with a 
heartfelt thank you note.

Step 2 - Be timely:

• Don’t wait to recognize someone’s kindness or hard work.

For the highest emotional impact, thank someone while the action is fresh in your 
mind and theirs. 

Step 3 - Be specific:

• “Thanks for everything” is too generic.

Tell them exactly what you’re thanking them for and why their actions mattered.

Step 4 - Be warm: 

• If you’re comfortable showing emotion, show it. If you’re not, just be genuine. 
Telling someone you really appreciate their...work, effort, attitude...is enough. 

This is often where people get stuck. There’s no need. 

Step 5 - Go old school - paper and ink: 

• Buy some thank you notes and send them via snail mail.

Adapted from Hardwiring Excellence by Quint Studer 



The anatomy of a thank you note

Start with the expression of gratitude. 
• “Thank you for…” 
• “I really appreciated it when…” 
• “I am so grateful for…”

Name the action or gift you appreciate and if appropriate, why that action is important. 
• “Thank you for filling in on late notice.” 
• “I really appreciated it when you took the time to review our annual report before we 

sent it to the printer. I can’t believe we misspelled our company name!” 
• “I am so grateful for your can-do approach. This is how we push ourselves to reach 

new heights.”

Include a closing statement restating your appreciation.

Examples:

Dear Pat, 
Just wanted to let you know how much I appreciate your dedication and thoughtfulness. 
Julie told me about how you helped her finish her project, even though it meant staying late 
Monday night. Your actions just reinforce the high opinion I already had of you. Thanks, 
again.

Dear Javier,
Thanks for volunteering at the health fair this weekend. I know there are a lot of other ways 
you could have spent your time. I thought you should know your willingness to step up 
time and again doesn’t go unnoticed. Keep up the good work. I appreciate all you do for our 
organization.
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