«MyCompanyName»
«MyCompanyAddrBlock»
«LetterDate»
«AddrBlock»
Dear «MrMsMrs» «FirstName» «LastName»,

Thank you for choosing to business with us.

Our goal is to serve clients to the best of our ability.  If we ever disappoint you, we hope you let us know; we’ll do everything we can to make things right.  If you are pleased with our services, please tell a friend!

If you have any questions or require assistance, please feel free to contact me.

Thank you again for selecting us.  It is our privilege to work with you.

Sincerely,

«Signature»
«Title»
«MyCompanyName»
