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FROM THE DESK OF

Kalyn Johnson Chandler

 
 
 
 
Hello My Fab New Friend! 
 

I’m going to let you in on a dirty little secret, the most important things about writing the perfect thank 
you note are: (1) writing it; and (2) getting it in the mail! The rest is all in the details

 
 
Getting Started 
Before you’re ready to pen your perfect thank you note that will wow your hostess or bring a tear to your 

granny’s eye, you gotta start with the basics. First things �rst, to write the perfect thank you note you need the right 
materials. Stylish stationery is a must-have – it doesn’t have to be fancy or expensive (and of course I’d love it if you 
have a stash of e�e’s paper for just such an occasion) – but your stationery should be nice enough for your recipient 
to remember it.  

 
Next, make sure you have stamps. Keep stamps on hand at all times! In your wallet, desk drawer, day 

planner, wherever will be convenient for you to �nd them quickly and easily - you never know when you’ll need 
one! 

 
And lastly, make sure you have some place comfortable to write your notes and pens you like to write 

with. 
 
 Timing 

When sending your thank you notes, don’t delay! Kate Spade says you should send them within 3 days.  
Well, chica if you can make that happen, by all means please do.  But, given that we all lead busy lives, I think if you 
can get that puppy in the mail within a couple of weeks of the event/receiving the gift/etc. you are good to go. 
Honestly, if you wait any longer, you may forget altogether. BUT, however “late” your thank you note may be 
SEND IT.  Yes, you heard me, SEND IT.  No one remembers how “late” a thank you note was, but people do 
remember not receiving a thank you note. 
 
 
 �e MAGIC WORDS 

Now it’s time to write it all out. Here’s my fool-proof template to pen the perfect thank you note for just 
about any occasion.  If there’s one in particular you think is missing, please shoot me an email at 
kalyn@e�espaper.com to let me know and I’ll be sure to include it! 
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SALUTATION: “Hello”, “Dear,” “Greetings,” “How are you?,” “Hi,” “Good Morning,” or however you 
please and jump right in.  
 
FIRST PARAGRAPH: 
Thank them speci�cally for the gift and tell them why you are grateful/why you love the gift.  
 
Here are a few examples that always work for me: 
 
What a nice surprise to receive XXX in the mail! �ank you so much for thinking of me, how did you know that 

I’ve been wanting XXX? 
 
We had a great time at your dinner party last week.  �e food was devine and the company delightful.  �ank 

you for including us. 
 
XXX and I loved meeting your friends Cate and Bill.  �ank you for helping us become acclimated to our new 

city and for being so generous with your friends! 
 
�ank you for the words of encouragement.  It’s been a tough couple of weeks and it was so nice of you to take the 

time to pick up the phone to check in on me. 
 
�ank you for the china place settings.  We have a complete set now and can’t wait t o host our very �rst dinner 

party! 
 
How to thank someone for a monetary gift 
When thanking someone for a monetary gift, it’s impolite to mention the amount of the gift.  Choose 

your words wisely and say something like: 
 
�ank you so much for the generous wedding gift!  We used your gift to buy an espresso machine and can’t wait 

to have you over for lattes. 
 
It’s no secret that I’ve been dying to buy a new iPad; thanks to your generous birthday gift, I’ll be headed to the 

Apple Store very soon! 
 

How to say thank you for a gift you don’t like 
 
�ank you for the unique coasters.  It was so thoughtful of you to think of us w hile you were traveling in Laos!  

Everytime we use them we’ll think of you two. 
 
It was so thoughtful of you to send us a crockpot for our anniversary.  You know us well; we love to cook!  Believe 

it or not, we already have one.  I hope you don’t mind, but we exchanged it for a cocktail shaker. 
 
�ank you for the bird bath to help us �nish our little courtyard.  So thoughtful of you!  We love the thought 

and sentiment behind the gift; it means a lot to us that you seem to enjoy spending time in our yard as much as we do.  I 
hope you don’t mind, but we exchanged it for a di�erent style.  We can’t wait for you to come over and have drinks with 
us this Summer. 

 
 
SECOND PARAGRAPH/SECOND SENTENCE 
Your second paragraph, or in some cases your second sentence, should mention your relationship with the 

recipient and if appropriate make mention of when you will see them again. 
 

�ank you for the bird bath to help us �nish our little courtyard.  So thoughtful of you!  We love the thought and 
sentiment behind the gift; it means a lot to us that you seem to enjoy spending time in our yard as much as we do.  I  
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hope you don’t mind, but we exchanged it for a di�erent style.  We can’t wait for you to come over and have 
drinks with us this Summer. Let’s get a date in the calendar next week. 

 
�ank you for the unique coasters.  It was so thoughtful of you to think of us while you were traveling in India!  

Everytime we use them we’ll think of you two.  �ank you for sharing in our special day with us, your classic moves on the 
dance �oor at our wedding put us all to shame!  Looking forward to seeing you both at �anksgiving. 

 
We had a great time at your dinner party last week.  �e food was devine and the company delightful.  �ank 

you for including us.  Who knew we would make such good friends through our daughter? 
We can’t thank you enough for the fun times we’ve had with your family this past year. 
 
XXX and I loved meeting your friends Cate and Bill.  �ank you for helping us become acclimated to our new 

city and for being so generous with your friends! 
We are so looking forward to our trip with you guys to the Vineyard this Summer! New friends are great, but 

there’s nothing like spending time with people who knew you way back when. 
 
�ank you for the words of encouragement.  It’s been a tough couple of weeks and it was so nice of you to take the 

time to pick up the phone to check in on me. 
I’m hanging in there; it’s good to know I have friends like you to lean on if I need to. 
 
What a nice surprise to receive XXX in the mail! �ank you so much for thinking of me, how did you know that 

I’ve been wanting XXX? Of course I put it on the moment I took it out of the box! 
Looking forward to seeing you next week at the charity event. Can you believe it’s that time of year already? 
 
 

CLOSING 
When ending your thank you note, thank the recipient again and use a proper valediction or farewell. 
 

XXX and I loved meeting your friends Cate and Bill.  �ank you for helping us become acclimated to our new 
city and for being so generous with your friends! 

We are so looking forward to our trip with you guys to the Vineyard this Summer! New friends are great, but 
there’s nothing like spending time with people who knew you way back when. 

�anks again!  
 

�ank you for the words of encouragement.  It’s been a tough couple of weeks and it was so nice of you to take the 
time to pick up the phone to check in on me. 

I’m hanging in there; it’s good to know I have friends like you to lean on if I need to. 
 Your thoughtfulness is truly appreciated. 
 

�ank you for the bird bath to help us �nish our little courtyard.  So thoughtful of you!  We love the thought 
and sentiment behind the gift; it means a lot to us that you seem to enjoy spending time in our yard as much as we do.  I 
hope you don’t mind, but we exchanged it for a di�erent style.  We can’t wait for you to come back to visit this Summer. 
Let’s get a date in the calendar next week. 
 �anks for being such good friends! 
 
 
VALEDICTION – Don’t forget to use a proper send o� like “thanks again,” “love,” “fondly,” “yours truly,” 
“warmest regards,” “all my best,” “respectfully,” “many thanks,” “love,” “sincerely,” or “see you soon”.  
 
 
 
An last but not least my dear, the easiest part: put your thank you note in an envelope, include your return address if 
not using a pre-printed envelope, put a stamp on it, seal it and drop it in the mail! 
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Et voilà – your fool-proof formula for the perfect thank you note! 
 
�anks so much for joining my tribe! Stay tuned for lots more helpful hints and tips … And, if you found this 
helpful, I’d love to hear about it and see pictures of your beautifully penned thank you notes on Instagram, Pinterest 
and Facebook – you can �nd us at @e�espaper; please use #e�espaper for your photos!  
 
Stylishly yours, 
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