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Why write a thank you letter?

Scholarship donors deserve the courtesy of a thank you. This is a short, clear,
but personal letter that makes them feel that their gift has made a difference.

The following slides contain tips for writing letters that do credit to you and the
institution that you represent.




Three Paragraph Strategy:

1. Introduction: identifies you as recipient and expresses gratitude
2. Personal snapshot: gives donor a picture of you as a student

5. Conclusion: explains the significance of the gift




Paragraph 1: Introduction

° Begin with a statement of gratitude.
° Explain how the scholarship has helped you personally.

* Do not refer to the dollar amount of scholarship. Instead, use the official
scholarship name.




Paragraph 2: Personal Snapshot

° Explain your history:
* Hometown
° Origins of interest in engineering

* Why you chose Iowa

* Give the donor a specific sense of your college experience:
* Major
What excites you about your field of study

Student organizations, internships/co-ops, or study abroad programs in which you
participate or have participated




Paragraph 2: Personal Snapshot
continued

* (Optional: Can make this part a new paragraph if desired.)
* Give a sense of what you have done or learned in college so far.

* State your short- and long-term plans:
® What you hope to accomplish this year

* Career goals




Paragraph 3: Conclusion

* Restate your thanks to the donor(s).

° Explain the significance of this gift: how this scholarship not only helps you
now, but also supports your academic future and/or potential career goals.




Format of the Letter

usiness format

August 28, 2014

Dr. Frank and Mrs. Lisa Polk
1111 Main Strect
Citysville, lowa 11111

° Date the letter

Dear Dr. and Mrs. Polk:

1would like (o 1ake a moment to thank you for your contributions 10 the John and Agnes
Gleeson Scholarship Fund, With rising education eosts, support by donors such as
yourself provides me with opportunities T may not have atherwise — opportunities [ am

List the recipient’s name and R

“Ihis full murks my junior year of clevtrieal engincering studies ut the University of Towa,
But from the time T was young, I lenew I wanted to be a Hawkeye. I grew up in Des
Moines, and Saturday momings during football season meant a bwo-hour trek Lo Towa

a re S S City with my father. an Towa alumnus and diehard foothall fan. By my senior year of
school. my motivation (o attend kowa shified from an athletic o an academie focus onee 1
decided to study engineering,

Through effort and dedication, I've made the most of my first two vears in lowa City,
building u problem solving foundation that will serve me well for un entire career ©

A o, IPve also pushod myscl o capund my expaimons beyoad ongineesing liking
S e a Or l l l a S a l I ta | I O] l ed}" Russian literature and Chinese history oourses and starting  show on. the campus radio
e e station. Additionally. Twork for the College of Enginesring as a student tutor, aiding
fellow students in introductory courses.

.
Two years of hard work paid off this past summer when I had the opportunity to spend
7: d ﬂ 7:5‘ ° m Z twelve weeks living in Farpo, Netth Dakota, and supporting John Deete’s principal
electronic design team. My tasks were hoth challenging and rewarding, exposing me to
cireuit theory and technology [ hadnl yel scen in the elassroom. My intemship
CXPRTIN: BAVE M d new ion of the ity of industry-standard design and
anew pagsion for electronies,

56 1 22 Fith two years of electrical engineering smdy left and an entire career to follow,
At the end, use “Sincerely” and G e
. oty o i ol cm bt o B
leave a space for a signature, then
Sign your name in pen
type your name below

Sinceraly,




Work with the Hanson Center

It 1s required to have a thank you letter review conducted by the Hanson Center.
All reviews will occur online. Your draft will receive detailed electronic feedback
from an HCTC peer tutor.

Our tutors will help you achieve clarity, coherence, and a professional tone.

Scheduling: Sign up for reviews online and read additional instructions at
https://hanson.mywconline.com/



https://hanson.mywconline.com/
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