Thank-You Letter: describe the actions that deserve thanks or compliments; be brief, prompt and specific enough to convey sincerity. 
On a co-op work placement, you attended a trade show with your employer. Numerous technical difficulties were encountered in setting up a power point presentation, but were resolved, thanks to one particular trade show organizer. Your employer has asked you to write a thank you letter.

June 25, 20XX
Noella Figliomeni, Events Co-ordinator

Creative Show Consultants
12 Fallingbrook Cres.

Toronto, ON M6K 1R4

Dear Miss Figliomeni:
Thank you for your exceptional customer service at last week’s Computer Innovations Trade Show in Toronto. All of us at Adani Solutions are grateful for your help, especially Mr. Suparsh Adani.
You may remember we encountered numerous technical difficulties with our power point presentation. Not only did you realize what was causing the problem, you resolved it quickly, efficiently and smoothly, allowing us to make a good impression with our potential new customers. Your calm approach to the problem, especially under the pressure of tight time-lines, also helped ease the stress of the situation.
We hope we have the opportunity of working with you again in the future.

With sincere thanks,
Kerry Byrne

Marketing Assistant

c:  Mr. Suparsh Adani
