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Goal (learning objective)

Conducting the activity (DO)

Youth will learn how to construct a thank you letter
to show appreciation to project supporters.

1. Have youth brainstorm a list of what items they
think should be included in a thank you letter.
Then review to see if they captured the key elements of a thank you letter listed below:

Supplies
 Small thank you cards (enough for group)
 Blue or black pens
 Copies of Handout 1 - Thank You Samples (enough
for group)
 Copies of Handout 2 - Guide to writing thank you
notes for 4-H awards and animals sold at auction
(enough for group)
 Meeting space with table and chairs

Pre-lesson preparation
 Review Handout 1 and Handout 2
 Make photocopies of Handout 1 and Handout 2 enough for group

Lesson directions and outline
Introduction
Each contribution, from the smallest donation to the
largest, are gifts that donors (individuals or companies) feel they are able to give.
Receiving a sincere thank-you will go a long way
towards making sure the donor includes the 4-H program in their plans for next year’s donations. Sponsorship does not just “happen,” it is something that
donors budget and plan for all year long.

 Greet the donor
 Express your gratitude
 Discuss the use of the donation; say something
nice about it and how you will use it
 Thank the donor again
 Closing salutation/regards
2. Distribute copies of Handout 1, allow enough time
for members to read/review the two samples
3. Ask: Which note would you prefer receiving?
4. Ask: Which individual (Jason or Jeffrey) would be
more likely to receive support in the future? Why?
5. Distribute copies of Handout 2, recap the elements
of a thank-you letter while going through the
handout
6. Have youth write a practice thank-you note
What did we learn? (REFLECT)
 Ask: How do you feel when you receive thanks for
something you have given or done?
 Ask: What other ways can you think of to thank
others?
Why is that important? (APPLY)
 Ask: Why is it important to write thank-you letters?
 Ask: Where else is giving thanks important in your
life? Why?
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Thank You Note Samples
Below are two examples of buyer thank you notes. Carefully compare the content and place yourself in
the buyer’s position.
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