Thank You Email Templates
Six thank-you email templates for the moments that build relationships, from after a meeting or purchase to an interview, a referral, feedback, and customer loyalty.
After a meeting
When to use: Use this within a day of the meeting.
Subject line
Thank you for your time
Email
Hi [recipient name],
Thank you for meeting with me about [topic]. I really valued your perspective, and one point in particular gave me something to think about.
I appreciate you making the time, and I am looking forward to what comes next.
The [next step] is clear on my side, and I will follow through. Please reach out anytime in the meantime.
Best, [your name]
After a purchase
When to use: Use this right after an order or purchase.
Subject line
Thank you for your order
Email
Hi [recipient name],
Thank you for choosing [company name]. It genuinely means a lot, and I want you to know there are real people here who appreciate your business.
We are already taking care of everything on our end, and I will make sure your experience is a great one.
If you ever need anything, the [next step] is simply to reply. We are here for you.
Warmly, [your name]
After an interview
When to use: Use this after interviewing a candidate.
Subject line
Thank you for interviewing with us
Email
Hi [recipient name],
Thank you for taking the time to interview with [company name]. We enjoyed getting to know you and hearing about your experience.
We genuinely appreciate the effort you put in, and we do not take it for granted.
We are still speaking with a few candidates. The [next step] is that we will follow up with an update by the date we mentioned. Thank you again for your interest.
Best, [your name]
For a referral
When to use: Use this when someone sends you business.
Subject line
Thank you for the referral
Email
Hi [recipient name],
I just wanted to say thank you for referring me. It means a great deal, because a referral is a real vote of confidence, and I do not take that lightly.
I will take wonderful care of anyone you send my way, so your trust is always well placed.
If there is ever a way I can return the favor, the [next step] is just to ask. Thank you again.
With gratitude, [your name], [company name]
For feedback or a review
When to use: Use this after a review or survey response.
Subject line
Thank you for your feedback
Email
Hi [recipient name],
Thank you for taking the time to share your feedback with [company name]. Honest input is a gift, and we read every word.
What you shared genuinely helps us improve, and I want you to know it will not sit in a drawer.
The [next step] is that we are acting on it, and I will follow up if there is anything you would like to see change. Thank you for helping us be better.
Best, [your name]
For customer loyalty
When to use: Use this at an anniversary or milestone.
Subject line
Thank you for being with us
Email
Hi [recipient name],
I just wanted to pause and say thank you for being a loyal customer of [company name]. Time and trust are the two things no business can take for granted, and you have given us both.
We are grateful, and we do not want to only reach out when there is something to sell. Today is simply a thank-you.
If there is ever anything we can do better, the [next step] is a quick reply. Here is to many more years.
Warmly, [your name]
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