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101 Ways to Say Thank You

Notes of Gratitude for Every Occasion

Kelly Browne






“BROWNE’S INCLUSIVE GUIDELINES WILL ENCOURAGE YOU TO PICK UP YOUR PEN AND EXPRESS YOURSELF IN WAYS THAT MESSAGES DELIVERED VIA TELEPHONE OR EMAIL SIMPLY CAN’T CONVEY.”

—Dorothea Johnson, author, etiquette expert, and founder of The Protocol School of Washington®

“WHEN SAYING THANKS, THE FIRST STEP IS TO GET THE PERSON’S NAME ABSOLUTELY PERFECT. MR. OR DR.? MRS., MS., MISS, OR MX.? A UNIQUE SPELLING OF THE NAME? WHEN WE ARE CORRECTLY ADDRESSED, WE FEEL RECOGNIZED. KELLY BROWNE’S BOOK WILL GUIDE YOU TO PERFECT EXPRESSIONS OF GRATITUDE—AND HAPPY RECIPIENTS.”

—Robert Hickey, author of Honor & Respect: The Official Guide to Names, Titles, & Forms of Address

“101 WAYS TO SAY THANK YOU PROVIDES THE TOOLS EVERYONE MUST KNOW TO ELEVATE THEIR PERSONAL EXPRESSION OF GRATITUDE, WHERE ACKNOWLEDGMENTS OF KINDNESS, COMPASSION, AND RESPECT ARE KEY. KELLY MAKES IT EASIER THAN EVER TO SHOW APPRECIATION TO BUILD—AND KEEP—RELATIONSHIPS.”

—Pamela Eyring, president and owner of The Protocol School of Washington®

“101 WAYS TO SAY THANK YOU TRANSFORMS THE CLASSIC THANK-YOU NOTE TO A LEVEL OF UNPARALLELED CLASS AND PERSONAL STYLE. HARNESS THE POWER OF GRATITUDE IN YOUR LIFE BY WRITING THE ULTIMATE THANK-YOU—IT’S THE SECRET WEAPON TO YOUR SUCCESS!”

—Debra Lassiter and April McLean, “The Etiquette Girls,” of Perfectly Polished: The Etiquette School and the Etiquette & Leadership Institute
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DEDICATION

For my mother and father, Peggy and Richard Learman…

Whose gracious hearts have illuminated the world and changed lives in ways only the stars can see.

With all my love, always…





    
FOREWORD

Hail the handwritten note! It has been around for hundreds of years, and we will not witness its demise simply because some of its everyday functions have been replaced by digital forms of connecting. Of course, it’s a given that email, texting, and telephones are most efficient for staying in touch and handling daily communications, but when it comes to a cut above, paper and pen rule.

In this updated edition, embracing the digital and diverse world we live in, Kelly Browne takes a modern, commonsense albeit elegant approach to note writing. Though highly practical, this book’s lively text makes it a joy to peruse. Ms. Browne’s inclusive guidelines will encourage you to pick up your pen and express yourself in ways that messages delivered via telephone or email simply can’t convey. If the people of the world become a little more thoughtful about showing gratitude by writing notes, it will be in no small measure thanks to the efforts of Kelly Browne.

—Dorothea Johnson, author, etiquette expert, and founder of The Protocol School of Washington®

How a note begins can have a huge impact on how the note is received—and even have an impact on the entire relationship. When saying thanks, the first step is to get the person’s name absolutely perfect. Mr. or Dr.? Mrs., Ms., Miss, or Mx.? A unique spelling of the name? When we are correctly addressed, we feel recognized. Getting the name right may sound obvious, but it is amazing how often such a simple thing is mangled. On a note of thanks, get the name wrong and the subsequent note is diminished. Get the name right, all is well, and your gratitude is amplified.

—Robert Hickey, author of Honor & Respect: The Official Guide to Names, Titles, & Forms of Address






INTRODUCTION Thank you.


These two little words may seem so simple, yet they are an incredibly powerful way to represent gratitude and love. They can convey heartfelt meaning and create a bit of magic by flooding the recipient with warm feelings. Cultivating a spirit of gratitude in your life is so important—counting your blessings can help you remember to appreciate all that you have and will create abundance.

Are you saying thank you often enough? Remembering the thoughtfulness of our friends, loved ones, healthcare workers, or business associates with a formal note of thanks can benefit both parties when appreciation is given and received. We can feel the connection that one tiny sheet of paper can create, and it means the world to us to be acknowledged. A handwritten note on lovely paper is a classic option, but there are ways to offer your thanks online and make the sentiment just as meaningful and eloquent. Nothing stands out more or lets people know how much you appreciate their act of kindness than the classically personal thank-you note.

101 Ways to Say Thank You is here to help you learn how to share your appreciation through thoughtful correspondence. In this book, you’ll find my personal guide to the basics in Chapter 1: Thank-You Notes 101, as well as more than one hundred sample thank-you note templates and guidance for all occasions, including romance, dinners, birthdays, weddings, babies, business, career, sympathy, the holidays, and so much more. These sample notes can provide inspiration for your own personalized messages. You’ll also find a variety of quick tips for sending notes, easy checklists, online registry ideas, and even digital stationery guidance to help you say thank you with style and grace. Also included is valuable information for modern times, such as using gender-neutral pronouns and hashtagging people or companies in online thank-yous.

Studies have proven that saying thank you actually creates a chain reaction of kindness that propels a cycle of gratitude that is carried forward. No wonder many spiritual traditions, philosophers, and great thinkers value gratitude to enhance our well-being for happier, healthier lives. Imagine the positive global effect we could each have if we made showing our appreciation a part of our daily practice. Gratitude truly is the unseen silver thread that connects us all. Whether you write, post, share, tweet, or livestream your gratitude, your positive comments have the ability to brighten someone’s day. Remember the magic words: Thank you!






CHAPTER 1 Thank-You NOTES 101



GETTING BACK TO BASICS




“ETIQUETTE IS A FRENCH WORD WHICH MEANS ‘TICKET’ OR ‘LABEL.’ DURING THE REIGN OF LOUIS XIV, THE FUNCTIONS AT THE FRENCH COURT WERE SO ELABORATE THAT IT BECAME NECESSARY TO GIVE EVERY VISITOR A TICKET (UNE ÉTIQUETTE) ON WHICH WERE LISTED THE FORMALITIES HE WAS EXPECTED TO OBSERVE. THUS, HIS BEHAVIOR, IF CORRECT, WAS ‘ACCORDING TO THE TICKET.’ IT IS IN THIS SENSE THAT WE HAVE TAKEN THE WORK INTO ENGLISH AND IT HAS COME TO MEAN A CODE OF CONDUCT OR BEHAVIOR THAT IS CONSIDERED SOCIALLY CORRECT.”

— Eleanor Roosevelt, American author and first lady, Eleanor Roosevelt’s Book of Common Sense Etiquette



Just as you are dashing out the door, something catches your eye, stopping you. In the corner of the room sits the open box with the beautiful sweater Aunt Greta sent you weeks ago. Of course, you meant to thank her; it was so incredibly thoughtful of her to think of you, but somehow you just haven’t done it yet. Yes, you’ve been so busy, but isn’t that the way life is?

If you don’t do it now, chances are you might forget about it later, and the last thing you want is for anyone to think you are ungrateful by not thanking them for the gift they gave you. But where do you start? What stationery should you use? What pen? What do you say? Just think for a minute before you write; it’s just a few sentences.


January 16, 20__

Dear Aunt Greta,

Thanks for the sweater. I like it and hope you are well.

Love,

Ava

Close your eyes and feel the magic you felt the moment you opened the gift and write your thank-you note directly from your heart. One more time…




January 16, 20__

Dear Aunt Greta,

Thank you so much for the gorgeous cashmere sweater. It’s so perfect on me and I just love it. You always find such fabulous treasures! Thank you for always making me feel so special.

Love,

Ava



The second version is much better in terms of sentiment, and, even more important, when Aunt Greta opens her mailbox and reads your thank-you note, she will feel the magic sparkle of gratitude return to her for her generosity to you. In this chapter, you will find all the information you need to write the classic handwritten thank-you note—including choosing the right stationery for the occasion, selecting a pen, learning the structure of how to write your note, and embracing energetic adjectives. Thank-You Notes 101: Getting Back to Basics will even guide you through respectful honorifics and writing the proper address to send your envelope via postal mail.


EVERYDAY STATIONERY FOR THE PERFECT THANK-YOU NOTE

The most formal of social stationery is the traditional fold-over note, called the “informal,” and this is often used for thank-you notes following a formal event. (See the following section “An Exquisite Option: The Stationery Wardrobe” for more information.) For expressing your gratitude for everyday occasions, there are many options to choose from. Here are a few ideas:


	
Eco-friendly cards: Recycled paper is always a great option, as is botanical “seed” paper card stock that can be planted by the recipient to grow into wildflowers, vegetables, and herbs. Seed paper is available for all your stationery needs, including cards, envelopes, invitations, and tags.

	
Boxed fold-over notes: Notes with “Thank You” or a small design printed on the cover of the flap are readily available at most large stores. The inside is usually blank for your note.

	
Single and boxed cards with blank interior: Single and boxed cards with beautiful paintings, flowers, animals, photographs, or quotes on the front that are blank on the inside are perfect for expressing your sentiment and allowing your personality to shine through.

	
Thank-you cards with interior inscription: Sometimes these cards give you just the right words when you can’t find your own. Always add a personal note along with your name.

	
Blank card stock: Available in all colors and weights with matching envelopes, these are not only affordable and easy to have on hand; they also provide wonderful ways to create your own designs.

	
Handcrafted stationery: If you really want to make your mark, handcrafted stationery is perfectly personal. Whether you choose to design your own or order from a stationery house, there are many types of papers, ribbons, and adornments. Tip: Ellen Weldon Design is a great resource to use for crafting your vision. Visit www.weldondesign.com.




AN EXQUISITE OPTION: THE STATIONERY WARDROBE

A “stationery wardrobe” consists of a selection of choices of versatile paper stationery that can be readily used for any occasion and gives you the opportunity to reflect your unique personality. From the lavishly expensive to very affordable, your choice of papers—color, size, weight, and printing—makes a statement about you and is a valuable social and business tool. Start your stationery wardrobe with the pieces that you will use most often, perhaps one for your thank-you notes and one for writing letters. Here are the main components of a typical stationery wardrobe:


	
Correspondence cards (4 ¼" × 6 ½"): The most versatile stationery for writing short notes, thank-yous, and invitations; only the front is used. These can be printed with your monogram, crest, or name and are usually a heavier paper weight.

	
Informals (5 ¼" × 3 ½"): While the name might be confusing, “informals” are actually formal notes. Folded in half and often referred to as “fold-overs,” informals can be printed with your name, crest, or monogram on the front. For a level of high formality, choose paper colors like ecru or white, with your full name in black engraving.

	
Single-sheet stationery: This type of paper is printed with your name and street address at the top. You can choose the size and weight of the paper, which will depend on the length and formality of your letters. Use a blank piece if you need a second sheet. Lighter in weight, this paper can fit through most printers, if necessary.

	
Note sheets (6 ⅜" × 8 ½"): Perfect for social letters and correspondence.

	
Monarch or executive stationery (7 ¼" × 10 ½"): These sheets are used for both social letters and personal business letters.

	
Standard letter sheets (8 ½" × 11"): Most frequently used for business letters.

	
Envelopes: Keep in mind that most people create stationery wardrobes so they can use one size of envelope for several different sizes of paper. Envelopes should include a return address, but including your name is optional.

	
Calling cards: Varying in size and similar to a business card, calling cards are for new acquaintances. They include your personal contact information, such as your name, phone number, email address, and website or home address. You can simply use your name and phone number or your name and email address—it’s up to you.
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Legendary Crane & Co. has an incredible selection of classic and stylish stationery to elevate your notes. You can order personalized, preprinted thank-you cards and all-occasion stationery at www.crane.com.



Printing Processes: Flat, Thermographic, Engraved, and Embossed

Personalized stationery always makes a memorable impression. There are many kinds of printing methods for every budget—here are some of the most common:


	
Flat printing: Simply the combination of ink and paper, flat printing is the most economical method to create personalized stationery.

	
Thermography: Thermography is a popular choice for affordability and availability of designs. To produce the raised-print effect of the design or letters on the paper, resin powder and ink are heated and dried. This results in a textured impression that can be felt.

	
Engraving: Engraving is the most elegant and expensive way to print your stationery at the outset, but once your initials, name, or business name have been die-cast using a metal casting process, you can use the same mold again and again, making it cost-effective in the long run.

	
Embossing: Like the engraving process, a metal plate or cast is cut to create your information. The plate is then stamped into the paper to create a “raised” effect. For a “debossing” effect, the plate is depressed into the card stock to depress or create a “lowered” effect.



WRITING INSTRUMENTS—QUILLS, INKS, AND PENS

There are endless options of writing instruments to communicate the written word. Your choices reflect your personal style and should suit the occasion. Here are a few etiquette tips to keep in mind as you decide what’s best for you:


	
Formal thank-you notes: Black or blue ink pens are always the preferred method (rather than ballpoint pens) when sending a formal thank-you note. You might choose a fountain pen, gel, rollerball, or a fancy feather quill and ink. Tip: Disposable fountain pens are affordable and make a great impression.

	
Casual thank-you notes: Whatever pen speaks to you is the pen you should use to express your heartfelt words of appreciation. From chocolate-brown ink on crisp pink paper to dazzling silver on jet-black card stock to holiday colors of the season, the pen that you feel good about using is always the “write” choice!



HANDWRITTEN VERSUS PRINTING A NOTE FROM YOUR COMPUTER

Traditionally, thank-you notes are handwritten neatly on good-quality stationery, are free of spelling errors or crossed-out words, and are written in blue or black ink. They are personal, gracious, and thoughtful. In today’s tech-savvy world, the handwritten note is even more treasured. However, many of us feel embarrassed by our handwriting, which can make writing a thank-you note a very intimidating and awkward situation—especially when we want to come across as graceful. If this is the case, you might prefer a digital thank-you as the best way to express yourself.

So which is worse, not sending a thank-you note or typing one? The answer is obvious—not sending one. There is absolutely no reason you cannot create your thank-you notes on your computer or mobile device. In fact, there are several advantages if you choose to go the computer-generated route:


	You can use the grammar and spell-check function in your word-processing program and catch errors you may have otherwise missed.

	Your note will be neat and legible. Consider using a basic script font that looks like handwriting, but stay away from the styles that are ornate and difficult to read.

	You can better plan out your words because you can delete what you wrote and start over! We are often committed to what we have started in handwritten notes because we don’t want to waste the paper or write it all over again.



It’s very easy to print different sizes of paper on your printer. Use the “page setup” menu when creating your new document and adjust the page size to that of your paper and envelope.

Make sure you do a test run on inexpensive copy paper before using your best stationery. You can find a wide variety of gorgeous paper in stores and online retailers, ranging from high quality to inexpensive. As long as it isn’t too thick or too small for your printer, high-end preprinted personalized stationery will work, and will leave a lasting impression. Watermarked, 100 percent cotton paper, which is available in varying weights, always looks more elegant than copy paper.

WRITING THE CLASSIC THANK-YOU NOTE

Now that you have your pen and paper in hand, it’s easy to write a thank-you note because the format is always the same: the date, your salutation, your personal thank-you message, the closing, and your signature.

You can break down the writing process into these steps:

1. Write the Date


January 16, 20__



2. Write the Salutation or Greeting


Dear (person’s name),




	“Dear” is the most popular salutation to use, but you can also use “Dearest” for a loved one or your own term of endearment, depending on the situation.

	Remember to use a comma following the salutation and addressee’s name for all handwritten notes, social or casual.

	If you’re writing a thank-you note to a couple, you can write the note to one of them and mention the other in the text of the note, or you can address it to both of them.

	Use the appropriate honorific ahead of the person’s last name for formal notes. For example, “Dear (Mr./Mrs./Ms./Mx.) Browne.” For casual or intimate relationships, it is only necessary to use the person’s first name.



3. Write the Content of Your Thank-You Note

Thank the person as genuinely and graciously as you can. Try to add something extra, such as “I look forward to seeing you soon,” or “I hope you’re doing well,” or “My mother sends her love,” or even the popular “Let’s grab coffee sometime!” If you are writing a thank-you note for a gift, think about the exciting moment you opened it.

4. Write the Closing

If you aren’t sure what is appropriate for the situation, “Sincerely yours” is always an elegant choice and in accordance with social protocol. Here are some other suggestions for specific circumstances:

For Formal and Business Notes


	Sincerely,

	Very sincerely,

	Sincerely yours,

	Very sincerely yours,



For Thank-You Notes of Love and Friendship


	Affectionately,

	Love always,

	With affection,

	Yours truly,

	Fondly,

	Truly yours,

	Your friend,

	Love,

	Warmly,

	Yours,



For Thank-You Notes for Special Gifts and Favors


	Gratefully,

	Gratefully yours,



For Thank-You Notes to Clergy and Government Officials


	Faithfully yours,

	Respectfully,

	Respectfully yours,

	Sincerely yours,

	Yours faithfully,



For General Thank-Yous


	Best regards,

	Best wishes for (insert sentiment),

	Best wishes,

	My best wishes for (insert sentiment),



5. Add Your Signature

This can be your first name or your first and last name.


	Most commonly, people sign their first name for personal relationships and their full name for formal or professional ones.

	Make sure your signature is legible. Often signatures become a bunch of circles or a squiggly line, and the poor recipient of your note is left baffled as to who you might be.

	If you write and print your thank-you note from your computer, it is best to handwrite your name.

	If your signature is illegible, you might want to use personalized stationery.



6. Formatting

Your note should be formatted like this on the page:


January 16, 20 ___

Dear ___________,

Thank you for the very generous gift card! I desperately needed and wished to get a new ___________, and now I can finally get it, thanks to you. I am so excited and truly appreciate that you are always thinking of me. Thank you for making my wish come true!

With all my love,

___________




“GRATITUDE IS THE MOST EXQUISITE FORM OF COURTESY.”

—Jacques Maritain, French philosopher
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According to etiquette expert Dorothea Johnson, “Traditionally, if you want to use forms of ‘best wishes’ and ‘best regards,’ it should be for something.” For example, “Best wishes for an amazing honeymoon.”



SEVEN DOS FOR ELEGANT NOTES


	
Do handwrite your note neatly, without mistakes, on good-quality stationery using your favorite ink pen.

	
Do use glowing superlatives and energetic adjectives like fabulous, amazing, delightful, and extraordinary. Be creative. Really think about the moment you opened the gift and how you felt, and then tell the recipient about it. Be expansive and passionate to convey your emotion.

	
Do mention in your note how you plan to use the gift. This shows that the gift was well chosen, and that’s one of the best ways to say thank you.

	
Do add a compliment, such as “You have wonderful taste,” or “How do you always know just what to get for me?,” or “You are such a thoughtful and kind person,” or “I’m so grateful to have you in my life.” Everybody likes to know that they are appreciated.

	
Do keep your note to a paragraph or two at the most. Remember, it is a note, not a letter. You can make it longer if you wish to, but it is not expected.

	
Do make each note sound special and unique to the person, situation, and gift. Thank-you notes should never feel generic.

	
Do remember to write a draft. If you have trouble organizing your thoughts, just write out your note first on scrap paper or type it up on your computer, then copy it neatly.




The Thank-You Thesaurus: Glowing Superlatives and Energetic Adjectives

Try some of these words to add a little excitement to your notes!


	AMAZING

	ASTONISHING

	ASTOUNDING

	ATTRACTIVE

	AWE-INSPIRING

	BEAUTIFUL

	BEYOND BELIEF

	BRIGHT

	BRILLIANT

	CHARMING

	COLORFUL

	DAZZLING

	ENCHANTING

	EXCELLENT

	EXCEPTIONAL

	EXTRAORDINARY

	FABULOUS

	FINE-LOOKING

	GENEROUS

	GLEAMING

	GLISTENING

	GLOWING

	GOOD-LOOKING

	GORGEOUS

	HANDSOME

	HARD TO BELIEVE

	INCANDESCENT

	INCONCEIVABLE

	INCREDIBLE

	IRIDESCENT

	LIVELY

	LUCKY

	LOVELY

	LUMINOUS

	MARVELOUS

	MIRACULOUS

	MULTICOLORED

	OBSESSED

	OUT OF THIS WORLD

	OUTSTANDING

	RADIANT

	REMARKABLE

	RICH

	SHIMMERING

	SHINING

	SPARKLING

	SPECTACULAR

	SPLENDID

	STARTLING

	STRIKING

	STUNNING

	SURPRISING

	UNBELIEVABLE

	VIBRANT

	VIVID

	WHIMSICAL

	WONDERFUL
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AND THE ENVELOPE, PLEASE…

The envelope is an important part of your thank-you note’s package, so please don’t cast it off as insignificant. Remember, it’s the very first thing the recipient experiences when your note of appreciation arrives, and you want to make a favorable impression immediately.

Labeling Your Envelope


	
Formal envelopes: Only the addressee’s name and address should be on the front of the envelope with the state name written out, not abbreviated. The return address should be written on the back flap of the envelope, without the return addressee’s name.

	
Casual and business envelopes: It’s always best to use the appropriate honorific ahead of the addressee’s name, if possible, especially for business communication. (You’ll learn more about honorifics in the next section.) The addressee’s name should begin at the center of the envelope with the street address directly underneath it. The next line is the city, state, and zip code.

	
Your return address: The return address may be written or preprinted on the back flap, as in the formal protocol, or on the top left corner of the envelope, with the return addressee’s name. Here you may choose to include your honorific ahead of your full name, if you wish.



How It Should Look

The front of your casual and business envelopes should look like this:

[image: Image]

Insert your thank-you note into the envelope with the folded side up and the front of the note facing toward you so the flap of the envelope closes down over the front of the note.

[image: Image]

Simple Dos and Don’ts for the Elegant Envelope


	
Do make sure you double-check the address before you write it on the front of the envelope.

	
Do handwrite your envelope if your note is handwritten (which is always best). Don’t send a typed or computer-printed thank-you note with a hand-addressed envelope. Whatever you choose, they should match.

	
Do use the “tool” tab, then “envelope” setting in your word-processing program to set up your return address and delivery address information. Print your envelope from your printer using the font, text color, and text size of your choice.

	
Do consider elevating the envelope experience by using an “envelope seal.” This can be wax, gold foil, a monogrammed sticker, or even an elegant sticker with your business logo.

	
Don’t use “stick-on” return address labels from promotional companies if you can avoid it, as they look impersonal. You can easily design your own labels and return address self-inking stampers at online stationery houses that make a lasting impression and are also a wonderful gift.

	
Do include the last four digits of the nine-digit zip code for US addresses—for example, 91000-1234. Your mail will get to its destination faster! If you don’t know the full zip code, check it online at www.usps.com.

	
Do check out the variety of stamps and personalized stamped envelopes available at your local post office or online. Whether you are celebrating holidays, honoring diversity, championing causes close to your heart, or paying tribute to global achievements, one little detail of a stamp can send a bit of mindful awareness into the world while enhancing your presentation. Think of the impact you can make!



USING HONORIFICS AND RESPECTFUL FORMS OF ADDRESS

An honorific is any title that shows respect or honor, such as the Hon., the Rev., Dr., Mr., Mrs., Miss, Ms., and the gender-neutral honorifics Mx. (often pronounced “mix”) and “Mixter.” Ask someone what honorific they would like you to use or to be identified by if they have not made their preference known. Include the appropriate honorific in the formal and business thank-you note as well as on the envelope. However, if you are unsure of which honorific to use, on very informal casual notes, it is acceptable not to include one. Here are some tips for addressing envelopes using honorifics:


	
For yourself: Avoid using an honorific with your own name when signing a thank-you note.

	
Official titles: Always check the appropriate title when addressing your note to a government official, an academic, a military officer, or a member of the clergy or royalty. Here their rank or official title must be used.

	
Man over age sixteen: Use “Mr.,” short for “Mister,” regardless of their marital status.

	
Young lady under age thirteen: Use “Miss” in a formal or social note and if you are addressing an older woman if you know it is her preference.

	
Professional woman: Use “Ms.” even if she is married. Use for divorced women reverting to their maiden name or when you are uncertain of a woman’s marital status.

	
Married woman: Use “Mrs.” when addressing a married woman who is using her first name, her maiden name, and her husband’s surname:
Mrs. Her First Name + Her Maiden Name + Husband’s Surname



	
Married woman—formal: Use “Mrs.” when formally addressing a married woman who has adopted her husband’s surname, followed by her husband’s full name:
Mrs. His First Name + His Middle Name + His Surname



	
Divorced woman: Some divorced women reverting to their maiden names will use Ms. + First Name + Maiden Name. Use “Mrs.” for a divorced woman retaining her married name, followed by her first, maiden, and married names:
Mrs. Her First Name + Her Maiden Name + Husband’s Surname
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