[Your Company Name]
[Street address · City, State ZIP · phone · email]
[Date]
«DisplayName»
«BillAddrLine1»
«BillAddrLine2»
«BillAddrCity», «BillAddrCountrySubDivisionCode» «BillAddrPostalCode»
Dear «DisplayName»,
Thank you for trusting us with your project — it was a pleasure working with you.
[One or two care/maintenance notes for the work performed, and any warranty terms.] Keep this letter with your records; if anything needs attention, you know where to find us.
If you were happy with the work, a short review at [review link] genuinely helps a small crew like ours — and referrals are the best compliment we can get.
Sincerely,

[Your name]
[Title · Your company]
