
How to write an appropriate thank-you letter 
 
Congratulations! We, and the donors who fund these awards, are excited to recognize your hard work. 
You will want to let those who donate to create these awards know how much it means to you with a 
thank-you letter. 
 
Once department communications receives all thank you letters, each donor will receive a packet with all 
communication related to their award. Please do not mail your letter directly to the donor. 
 
NOTE: Letters with inappropriate content, significant grammatical errors, or other issues will need to be 
revised. If you would like to submit your letter for pre-approval before printing, please email it to 
connect@chem.wisc.edu. 
 
Here are some helpful tips: 

 Specify which award you won. 
Some donors give numerous awards. In your opening paragraph, let them know what award you 
won by using the award’s full official name, and thank them for being part of the UW-Madison 
Department of Chemistry’s success. 

 Explain your goals and how the award will help you achieve them. 
Donors want to know their gifts make a difference to you, to the department and to the 
advancement of science. Convey this message with a paragraph or two about what you hope to 
accomplish in the near future and throughout your career. Explain how the donor’s generosity 
will help you achieve this. Also let them know you are excited to include this award in your 
Curriculum Vitae (CV). (For more information on creating a CV, review this guide from NIH.) 

 Thank the donor for helping to change your life. 
Though you may be able to proceed without the additional award or acknowledgement, donors 
hope that their funds change lives. If you are in need of financial assistance, and this is what you 
have earned, let the donor know that you would not be able to move forward without them. If 
you are not in need, still let the donor know that their contribution to your education and career 
helps you focus on your studies or research and alleviates a financial struggle. 

 Let the donor get to know you. 
Donors want to know something about the person they help. If you are comfortable doing so, tell 
them where you are from, any obstacles you overcame to get to where you are and why you 
have chosen to follow the career path you are on. Share information about other awards you 
have received, your volunteer experiences, community service, or extracurricular activities. 

 
Technical details: 

 Write your letter on a high-quality personal note card, or 8.5” x 11” linen resume paper. 

 Type with 12-14 point text or use legible handwriting. Some people do not see clearly. 

 Include proper business letter addresses at the top. SEE EXAMPLE BUSINESS LETTER, NEXT PAGE 
o Address your thank-you letter to: 

Mr. James Maynard 

1101 University Ave 

Madison, WI 53706 

 

mailto:connect@chem.wisc.edu
https://www.training.nih.gov/assets/Guide_to_Resumes_&_Curricula_Vitae.pdf


 A one-page letter is sufficient. 

 Begin with a formal salutation and title. Use Mr. and Ms. or a company / foundation name). If you 
do not know to whom you should address the letter, contact the Department of Chemistry 
communications specialist at connect@chem.wisc.edu. 

 If you choose to include a photo, use one in which you are volunteering, conducting research, 
studying or otherwise participating in activities you have discussed in your letter. 

 For two or more donors who live in separate households, address a thank‐you letter to each. 

 Always spellcheck your letter and have a friend or family member read it to catch mistakes. 

 Sign your letter. 

 Submit your letter in an envelope to the Department of Chemistry communications specialist’s 
box in the mail room. 

 Send questions to the Department of Chemistry communications specialist at 
connect@chem.wisc.edu. 
 

This example letter is from the Purdue Owl online writing center 
(https://owl.english.purdue.edu/owl/resource/653/2/) 
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