Thank You Letter Template
(Please type, date, and sign)
[Your Name]

[Your Address]

[Your City, State, and Zip Code]

[Your Email Address]

[Date, Ex: April 29, 2015]

Dear Sponsor of the [Scholarship Name],
[First paragraph: Thank the donor for his or her generosity and describe how this scholarship makes a difference in your education.]
· Use the actual name of the scholarship in your letter.

· How has the scholarship reduced your financial burden?

[Second paragraph: Tell the donor a little about yourself.]
· Where’s your hometown?

· Which high school/undergraduate institution did you attend?

· What’s your family background?

· What are your interests?

· Why did you choose the University of Arkansas?

[Third paragraph: Tell about your present situation at the University of Arkansas.]
· What field of study or major are you considering?

· What do you enjoy most about the University of Arkansas?

· Have you joined an organization or fraternity?

· Do you plan to pursue an internship or assistantship?

[Fourth paragraph: Describe your career goals and plans.]
· What do you intend to accomplish at the University of Arkansas?

· How will the University of Arkansas help you obtain a fulfilling career?

[Fifth paragraph: Thank the donor again.]
· Show your appreciation one more time.

· You may want to indicate that you admire their generosity and that someday, you hope to follow their example.

Sincerely,

[Signature]

[Your typed name]
