Writing Thank-You Notes
Saying “Thank you” is so important! For birthday gifts or a helping
hand, it’s always kind to let someone know you’re thankful with a
written card. It lets people know you appreciate them!

Here’s a basic formula for a thank-you note:
1. Start by addressing the person you're writing the letter to.
Ex. Dear Aunt Kim,
2. Tell them how you feel or felt, having received their help or present.
Ex. I was so excited when I opened your gift and saw that it was the
game I’ve been wanting for ages.
3. Thank them.
Ex. Thank you for the sweet gift!
4. Share how you will or have been using the gift.
Ex. I’ve already played the game with my friends, and we had so much
fun. We laughed the whole time.
5. Thank them again.
Ex. Thank you again for thinking of me on my birthday!
6. End the letter with your name.
Ex. Love, Emma

ACTIVITY IDEA: Write a thank-you letter to
someone who has done something nice for
you!

Writing Thank-You Notes
for Donations
Another time it’s polite to write a thank-you note is when you
receive support on a project you're working on, like a community
change project.
Let’s imagine you’re interested in fixing up an area of your local
library so that it’s comfortable and more people want to spend
time there. You receive a few pillows and a framed painting from
someone in your community to add to the remodel. It’s a great idea
to send them a thank-you note!
Here’s an example letter, adapting the template from the previous
page:
June 16, 2020
Dear Mr. Clements,
I am grateful for your donation of pillows and framed painting. Thank
you for your generosity!
Your donation will be used to make the local library a more
comfortable environment, which I hope will encourage people to visit
and read there more.
Once again, thank you! With your help, this project, which I expect to
be completed by the end of the summer, will cheer people up and
inspire them to read regularly.
Sincerely,
Emma

