Writing Thank-You Notes
(What better lesson could there be at Thanksgiving?)

Why?

Writing thank-you notes to show your appreciation for gifts or the thoughtfulness of others is a time-honored practice in America (and many other countries). Now that you are an adult, you need to know the rules. Keep this sheet because it will come in handy when graduation time rolls around.
Who?

Thank-you notes are appropriate for everyone. Emily Post, America’s first expert on social etiquette, believed that the only people who you do NOT have to send a thank-you note to are people who live in the same house. HOWEVER, if you want to brighten their day, give your mother and father a thank-you note one day and see how much they appreciate it!
When?

· After you receive a gift (within 2-3 days after you receive the gift)
· After you attend a party or event held in your honor

· After someone has done something thoughtful for you

· After you attend a college or job interview (You would be amazed at how many students fail to do this. People will remember you better and remember you fondly if you send a thank-you note.)
· When in doubt, send a note. There is never a time when a thank-you note is inappropriate because people will remember and appreciate your thoughtfulness.

How?

1. Find appropriate stationery to HANDWRITE a note. You should never type thank-you notes or send emails. This practice may be fine for teenagers, but traditional thank-you notes are always handwritten in blue or black ink (never pencil).
2. Although you can use any type of stationery, fold-over cards are best for short thank-you notes.

3. Write neatly. Printing is fine.

4. Notes must always be written to individuals. Don’t send a “form-letter” thank-you note.

Format
1. Write the date at the top of the page on the right-hand side of the page. Underneath the date on the opposite side of the page, begin your note with a salutation (Dear Grandmother, Dear Dave, Dear Mrs. Jones). Use the name that you always use when talking to this person.
2. In one or two sentences thank the person for the gift or the action he or she completed to help you. Be specific. What did the person give you or what did the person do for you?  If you were given money, many people believe you should NOT mention the money. (Don’t say: thanks for the bucks or thanks for the cash or thanks for the $100! Instead, say, “thank you for your generosity” and then tell how you will use the money.)
3. Within your thank you note, explain how you plan to use the item (or money) you have received (if a gift) or why you appreciate the kindness the person displayed. Be as specific as possible so your note will not sound generic. If you are writing to someone who has helped you over a period of time (teacher, minister, family friend, etc.), cite one or two specific incidents or experiences that you remember and appreciate. 


Weak:  
Thanks for your kindness.



Stronger:
Thanks for meeting with me last week when I was so frustrated. I 




never would have completed my college application as well or on 




time without your help.

4. End by thanking the person again and include any appropriate references related to the future (I hope to see you soon or I’m looking forward to ____________.)
5. Close with: Sincerely, Love, Yours truly, etc. and sign your name. The closing and signature should be placed on the right-hand margin in line with the date.
6. As you write the note, remember to focus on the other person and his or her kindness instead of yourself.

7. Proofread your note thoroughly.

How to Mail

1. Include the return address neatly in the top left-hand corner of the envelope on the same side as the address:

Name

Street Address

City, State Zipcode

2. Write the recipient’s address in the middle of the envelope:

Name 

Street Address

City, State



Zipcode

