SENDING A THANK-YOU NOTE TO A DONOR

WHY SEND A NOTE?

You just received a gift - sending a formal thank-you note is important for many reasons:

1.

It’s good for the donor: The award you received was made possible by a gift from
someone who wanted to add to your experience at Laurier. Many of these people
were once Laurier students themselves and their continuous support of the university
is vital to our success. It's important for all of us who work and study at Laurier to
show our appreciation for the support of our donors in meaningful and respectful
ways.

It’s good for you: A formal thank-you note reflects well on you. More than an
email, a hand-written thank-you note, sent by regular mail, shows you were willing
to take the extra time to express your appreciation. It's a simple gesture that says a
lot about your level of maturity and responsibility.

It’s good practice: Formal thank-you notes play an integral role in all professional
relationships. They will become a vital part of the personal and professional networks
you develop in the years to come.

It’s good for Laurier: You are an ambassador for this school. By saying thank you,
you’re helping build our reputation.

HOW DO I WRITE A GOOD NOTE?

It's easy. And yes, a hand-written note is better than a typed one (if you can’t read your
own writing, type your letter and ask someone else to copy it out for you). Do not send your
thanks in an email to the donor — it won’t make the donor happy and it won't reflect well on

you.

There are eight steps to writing a good note:

1. Use the proper, formal salutation for your donor.

Dear Mr. Mertz, or, Dear Dr. Lafferty, or, Dear Ms. Hindenburg, or,
Dear Mr. and Mrs. Arturo,

Identify yourself, the award you received, and the school’s name.
My name is Pete Tallon and | am the recipient of the Fred Mertz Scholarship
at Wilfrid Laurier University.

Say thank you.
e Thank you for creating this scholarship.
e Thank you for supporting this award.
e Thank you for providing this bursary.

Explain why it's important to you.
I am grateful for receiving this scholarship because . . .
e it has given me the confidence | need to continue working towards
my academic goals.
e it is an honour to be recognized by my school.
it assures me that my hard work is worthwhile.
it assures me that my decision to study English was the right one.
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And, say something about how you plan to use the funds . ..
e The funds will also allow me to spend less time at my part-time job
and more time studying.
e The funds will relieve some of my financial burden and allow me to
concentrate on my studies.
e The funds will help me buy some of the books | need for my
studies.

5. Tell the donor something about yourself and your studies.
I am currently in my second year of the English program at Laurier. My plan
is to graduate with an honours degree in English and then apply to graduate
school. My goal is to teach English at the high school level. In my spare time,
I am a long-distance runner and enjoy watching foreign films.

6. Say thank you again.
o | am truly appreciative of this scholarship. Your contribution has made
a real difference to me. Thank you.
e Sincere thanks for your support. It has helped me considerably.

7. Check for spelling mistakes. If there are any mistakes, you should re-write your
letter. A spelling mistake will undermine your best efforts.

8. Sign your name. Use “Sincerely” or “Respectfully” or “Gratefully”.
HOW DO | ADDRESS MY NOTE?

Due to privacy regulations, the university can’t release donors’ addresses. Your note will be
forwarded to your donor on your behalf. When your note is complete, place it in a sealed
envelope and put this information on the outside of the envelope:

Attn: Pete Tallon

From: <Enter your name>

For: <Enter your donor’'s name(s)>

Re: <Enter the name of the award or scholarship you were granted>

Send your letter to Pete Tallon using on-campus mail (submit it to any administration office
at Laurier and ask them to forward it for you) or deliver it on campus to Alumni Hall
(between the Fred Nichols Campus Centre and the Euler and Leupold residences - see map).
Students at Laurier Brantford can bring their letters to the main office in the Carneqgie

Building.

Finally, congratulations on your accomplishments and thank you for helping us make our
donors feel appreciated.
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