® BUSINESS LETTER TEMPLATE PACK

[Your company name] - [Street address] - [City, State ZIP] - [Phone] - [Email]
[Date]

[Recipient name]
[Title]
[Company]
[Street address]
[City, State ZIP]

Subject: Thank you for your referral
Dear Ms. Rivera:

Thank you for recommending our catering service to the Harbor Business Association. Their event last Friday was a
great success, and we have already received two new enquiries from members.

We truly appreciate your support and look forward to working with you again.

Sincerely,

[Your name]
[Your title]
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