
How Write a Thank you Letter 
 

 

Last Updated: 9/10/2019  Page 1 

There will be times in your life when you want to say thank you to someone in 
writing or in a typed letter.  To show appreciation after a job interview, or 
for a job referral; for a graduation gift, or for a recommendation for a 
scholarship or job.  Here are the top seven reasons why you should learn 
how to write thank you letters. 
 

1. THEY BUILD RELATIONSHIPS 
Thanking someone in writing for doing you a favor shows that you are a thoughtful person who is 
appreciative and you want them to know how you feel about their kindness. 

2. MAKES YOU FEEL GOOD ABOUT YOURSELF  
Showing your gratitude toward something will make you feel as if you’ve done some good because you 
took the time to type a personal note in a letter to someone who did something good for you! 

3. THOUGHTS ARE WELL ORGANIZED AND WELL WRITTEN 
Handwritten notes or typed letters are much more personal than a text because they take more time to 
write and to organize thoughts rather than a quick text or email.   

4. INCREASES CHANCES FOR OPPORTUNITY 
Following up a job interview with a thank you letter lets the company know you are serious about the 
position, and it gives you an opportunity to repeat some points you made in the interview. 

5. DEMONSTRATES YOUR COMMUNICATION SKILLS 
The ability to communicate through written word is just as important as oral communication, and a skill that 
all businesses would like for you to bring with you to the new job.   

6. WILL ACTUALLY BE READ 
Emails get lost in inboxes, but thank you letters command attention and many people keep them as a 
keepsake (I know I do when I receive a letter or card from former students thanking me for this class!) 

7. IT IS IMPORTANT TO SHOW GRATITUDE FOR TIME AND EFFORT GIVEN ON YOUR BEHALF 
Thanking a person for taking time out of their busy day to devote to you is important.  It also demonstrates 
your maturity and ability to show appreciation for the favor they did on your behalf. 

 

All Lufkin High School scholarship recipients are  
asked to write a letter thanking their donor.  

 

inning a scholarship confirms that you are goal-oriented and ambitious, with academic 
credentials and extracurricular commitments showing you to be a well-rounded and highly 
motivated student. Someone who is definitely worthy of free college cash!  But it doesn’t 

end the day you endorse your scholarship checks – your responsibility includes a follow-up thank 
you letter, acknowledging the generous gift-aid you are receiving. 
 

Scholarship donors are generous and caring people who unselfishly give to support the 

educational goals of students. They typically ask for nothing in return, but receiving a well written 
thank you letter from a student is always special and lets the donor know that his or her scholarship 
was greatly appreciated.  
 

  

W 

http://www.collegescholarships.org/grants/
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A thank you letter is easy to write—if you know how. It should thank the giver for the gift or act of service. It 
should also let them know how you feel about the gift and what you will do with it.   Use the steps below to 
write the body (3 complete paragraphs) of your letter.
 

• 1st Paragraph - Say thank you and write a 
sentence or two about how you feel about the gift.  

• 2nd Paragraph - Tell why the gift was important to 
you. 

• 3rd Paragraph - Thank the person 
again and summarize your 
thoughts

 

 

Directions:  Brainstorm examples of people who have helped you in some way (in the past or 
in your present life today), but whom you have never verbally thanked or showed appreciation for their efforts. 
This could be a teacher, a coach, a pastor, a relative, maybe even a friend. Try writing your thoughts down on 
the organizer worksheet.  The next step will be to compose a letter of thanks to the person of your choice.  You 
will need to get their address to add to the letter later. 
 

Open a Blank Word document and begin to type your thank you letter. Use the BUSINESS LETTER BLOCK 

FORMAT GUIDE to type your letter in the correct format.  Use current date.  Add a footer at the bottom with your 
name, file name, date & class period.  Check for spelling and grammar errors, proofread your work.  Save as:  
Thank you Letter in your BIM folder.  Print and SIGN YOUR LETTER and place in class period basket. 
 

 
 

 
 

April 30, 2020 
 

 

Scholarship Committee  
Arthur Temple Scholarship Fund 

309 S. Medford Dr. 

Lufkin, TX  75901 
 

Dear Scholarship Committee: 

 
I am honored to be the recipient of the LHS Arthur  
Temple Journalism Scholarship. Thanks to your  

generous support, I will be the first in my family to attend 

college. The scholarship money will help me pay for  

textbooks and other school expenses. 
 
My parents have worked hard to teach me the value of  
getting a good education. I am excited that I have been  
accepted to Stephen F. Austin State University where I  
will be majoring in Journalism.  I hope to one day work  
for a large city newspaper as a Professional Sports  
Journalist. 
 
Thank you again for your generosity.  I appreciate being  
chosen and promise to work hard to reach my goals. 

 

Yours truly, 

 

Jason Garrett 
 

Jason Garrett 
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May 23, 2020 
 

 

Ms. Kathy Jackson 
Lufkin High School 

309 S. Medford Dr. 

Lufkin, TX  75901 
 

Dear Ms. Jackson: 

 
Thank you for creating history lessons that encourage 
me to love history!  Your stories and lessons always keep 
my attention and I am learning so much about my 
country and the heroes of our past. 

 

Because of you, I am thinking about majoring in 
education and teaching history as well.   I only hope I can 
be as good as you one day! 

 

Thank you again for being such a wonderful teacher. I 
will always remember you, and the wonderful and 

exciting way you teach our class. 

 

Yours truly, 

 

Amanda Scott 
 

Amanda Scott 

 

as 

Sample thank you letters 


