BASIC THANK YOU LETTER TEMPLATE
[Date]

First Name Last Name
Street Address
City, State Zip
Dear First Name [always personalize]:

Opening Sentence/paragraph.

Sample:



“I’m both grateful and inspired by the personal commitment that you and so many others have made to our special appeal.  Over $ _____ has been raised!”

Say Thank you!

Thank them for their specific gift (and amount) – check, online donation, gift of appreciated assets, etc., memorial gifts. 

Let them know the impact of their gift.

Samples:

· Thanks to you, our youth group will embark on their mission trip to Haiti this summer!
· Over 100 families received donations from our food pantry last month!

· Our Tuesday lunch program served 50 seniors from our newly renovated kitchen!

· The new organ has richly enhance our worship experience!

How will you stay connected in the future?
· Read some of our youth group’s blogs from their recent mission trip and the important work they’re doing and planning in the future.
· Stop by the parish hall for a tour of the new kitchen!

· Watch the parish bulletin for news of upcoming music events!

Say thank you again.

Sincerely/In gratitude,

[handwritten signature]

ADD IRS LANGUAGE:  No goods or services have been exchanged for this gift.  This gift is fully tax deductible to the extent permitted by law.
