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Introduction 

Writing a customer appreciation letter is a way of expressing your gratitude towards your customer 

who believes in you. The relationship between the vendor and the customer should be like that of 

milk and water which when mixed cannot be separated. Customer is the king of the market and we 

must appreciate him for maintaining a long term relationship with our organization. 

Customer Appreciation Letter Sample Tips 

Following points are considered to be effective for writing a customer appreciation letter: 

• First and foremost it is vital to appreciate your customer for his patronage with you over a 

period of time. 

• The words of appreciation should carry a feeling of warmth in the letter. 

• Letter should be brief, concise and focused to your customer. 

• Once you are through writing the letter, please recheck the same for spelling mistakes or 

punctuation errors. 

  



 

 

3 

 
www.letters.org Customer Appreciation Letter Sample 

Sample Customer Appreciation Letter Sample 

To, 

Mr. Albert Roosevelt 

1319, South Avenue Apartments 

Columbia 

Date (Date on which letter is written) 

From, 

Steven Stenberg 

Customer Relationship Officer 

C & G Associates 

Columbia 

Sub: Letter of appreciation 

Dear Mr. Roosevelt, 

It was a pleasure to have an association with a customer like you. I truly appreciate your trust on C & 

G Associates. Its because of your reference that we have got so many trustworthy clients. Even my 

team members also appreciate the way you speak to them whenever you visit our outlet. Your way of 

giving respect to everyone has made you special in everyone’s heart. 

Though you are a regular client with us, but still if you feel that we need to improve in any sphere 

please feel free to call me or email me. It would be a privilege for us to work as per your suggestions.  

As a small gesture, I am attaching a discount coupon of Flat 40% on your next purchase. I wish that we 

should come up to your expectations whenever required by you. 

Thanking you 

Yours sincerely 

Steven Stenberg 

  



 

 

4 

 
www.letters.org Customer Appreciation Letter Sample 

Customer Appreciation Letter Sample Template 

To, 

_______________ 

Date (Date on which letter is written) 

From, 

________________ 

Sub:______________________________________________________ 

Dear ______________ (Mr./Ms), 

I am writing this letter to extend my gratitude towards you for having faith in ____________ (Name of 

the organization) and our products. We truly appreciate your patronage with us. 

As a token of appreciation, please find enclosed _________ (Gift/discount coupon). If you need to give 

any suggestions for improvement, you are truly welcome. I wish that your trust in us should continue 

in future also and we will try our best to come up to your expectations. 

Thanking you, 

Yours sincerely’ 

(________________) 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


