Thank You Letter

Sample

Friday, January 16, 2006

Susan Varney
323 Brandon Way 
Tulsa, OK 19188

Dear Susan:

This is just a quick note, but it comes from my heart to yours as I head out the door for my flight to my home in Colorado for the holidays.

Thank you for your very kind gift of $100, which we received today. Your generosity will make an immediate difference in the lives of mothers in our Migrant workers Parent Education Program. I’m going to make sure of that.

For one thing, we are going to use your gift to fund our early intervention program. Your generosity is going to help us buy the teaching tools, equipment, and snacks that our mothers give to their babies and toddlers. Good nutrition, as you know, is so vital in providing  healthy children who are ready to learn.
You can read about this exciting initiative—and your important part in it—in the upcoming issue of our newsletter, which we will mail to you in January.

Thanks again for your kindness,

[real, actual, live signature]

Bill Harvey

President 
Oklahoma Panhandle Head Start for Migrants
About this letter
Here are a few things to notice about this letter.

1. Not “Dear Friend.” This letter is a personal thank you from the heart of the president to this donor. Even though the president does not know Samantha personally, he writes to her as a friend, which is to say, by name. 

2. The opening sentence reveals the personality of the writer and clearly shows that this letter was written on a particular day, by a particular person, for a particular reason. Openings like this resonate with donors, who want to be acknowledged by a human being and not a computer. 

3. The writer acknowledges the donor’s gift by date received and amount given, specific details that make the letter personal instead of generic. 

4. The writer shows in concrete, easy-to-understand ways how the donor’s gift will be put to work today, changing lives and making a difference in the world. Donors need to know that their contribution, however small, accomplishes the goals of the donor in supporting your organization.

 
