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Five Occasions to Send a Hand Written Note 

1. Saying thank you. 
As Richard Branson of Virgin Airlines explains, “Making the extra effort to say thanks in a 
genuine, personal manner goes a long way.” Make it a habit to send thank-you notes to people 
when they do something for you or for the company. Gratitude is a distinctly human virtue; it 
takes a human being to recognize and appreciate the sacrifice made by another. The personal 
nature of a hand-written note is a worthy recognition of the other person’s efforts. 
2. Sending praise (“attaboy/attagirl”) 
Recognizing people for a job well done is a simple act that shows people you understand and 
appreciate what they do. You see them as human beings, not roles or functions. Congratulating 
someone and expressing your happiness for him or her adds to the celebration. Many leaders 
have walls in their offices with nicely framed pictures and hand-written comments or letters from 
someone they consider important in their lives. A nice moment captured and solidified in the 
memory. 
3. Celebrating joyous occasions and birthdays 
They may not want you to know how old they are, but everybody appreciates when you 
remember their birthday. Sharing the joy of an employee who has just welcomed a newborn 
daughter or son is also a good opportunity for sending a note. 
4. Expressing sorrow or sympathy 
We feel pain more deeply than gain. When a grieving employee or colleague suffers the loss of a 
loved one, a well-timed and well-written sympathy note demonstrates your understanding. 
5. Apologizing 
Sometimes the best apology is the one you put in writing. Sending a sincere note acknowledging 
your offense goes a long way to let the other person know how much you care about mending 
fences and restoring the relationship — or at least stopping the hostilities. 
Business is about performance, but your relationships with your colleagues depend on making 
personal connections. Let your concern and caring come through in a hand-written note. 
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