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USNR Thank You Letter
Thank You Letter templates for Service Providers and other VIP speakers.[footnoteRef:1] [1:  Adapted from USNR Northwest Region; Last Updated March 2013] 

E-mail Thank You Letter Template:
Create and send to Service Providers and other VIP speakers and attendees via email.

Dear [Service Provider Representative’s Name],
I am writing to express my personal thanks and appreciation for your enthusiastic and professional support at our Deployment Readiness Training in [Month]. Your effective assistance has had a great impact on our Sailors, other Military Service Members, and their guests during the difficult [Pre-Deployment] period. Your willingness to advise and guide our event participants reflected our Leadership’s sincere message of appreciation for our Sailors, their family members, and friends, who are prepared to answer the demanding call of duty.
Thank you for taking the time to acknowledge their sacrifices and contributions to our nation and for supporting them in their journey.

Sincerely,
[Signature]

[First Name, Last Name, Title]
[Navy Operational Support Center]
[bookmark: _GoBack][E-mail Address]
[Telephone Number]
[Address]
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[Date]

Dear [Service Provider Representative’s Name],
I am writing to express my personal thanks and appreciation for your enthusiastic and professional support at our Deployment Readiness Training in [Month]. Your effective assistance has had a great impact on our Sailors, other Military Service Members, and their guests during the difficult [Pre-Deployment] period. Your willingness to advise and guide our event participants reflected our Leadership’s sincere message of appreciation for our Sailors, their family members, and friends, who are prepared to answer the demanding call of duty.
Thank you for taking the time to acknowledge their sacrifices and contributions to our nation and for supporting them in their journey.

Sincerely,
[Signature]

[First Name, Last Name, Title]
[Navy Operational Support Center]

[E-mail Address]
[Telephone Number] 
[Address]
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