Sample Letter 1: Long Version
Template:

Date 
Name 
Organization 
Street 
City, state/province Zip/postal code


Salutation,

Thank you for your [specific donation] to [Name of Organization]. It really [short statement of impact]!

Thanks to you, [tell the donor more about the impact, who is helped, what is being accomplished].

[Insert a story or quote from a person served from your organization. Or, educate more about your cause.]

Thank you again for your support! 

Sincerely,

[Name of Best Person to Send the Letter]










Sample:
Dear Luis,

Thank you for your donation to XYZ Nonprofit! It really makes a difference for the children in our community. 

Thanks to you, kids have a safe place to go after school. Instead of going home alone while their families are at work, our kids are learning to play soccer and make art, forming friendships with peers and relationships with adult mentors, and improving their grades at our Homework Help Center. 

Those three hours after the end of the school day can make a crucial difference in kids’ lives. Consider our friend Kim, age 10. Before joining our program, she’d walk home with her younger sister, and then lock the door until their mom got home. If she needed homework help, she had to wait.  Thanks to your support, we were able to open a program at Kim’s school, and now, she and her sister go to XYZ Aftercare instead of their empty apartment.

Kim says it best: “XYZ Aftercare makes everyday fun! I took a coding class, and have my homework done before I go home.” Kim’s mom adds, “She learns so much! I never felt safe having the girls alone so long, but couldn’t afford any other options.” Thanks to you, Kim’s family doesn’t have to worry about how to pay for this care, and Kim and her sister are somewhere safe and enriching every day after school. 

Thank you again for your ongoing support of our kids!

Sincerely,
Alice Agency Director









#2 Email Version
Template:

Date 
Name 
Organization 
Street 
City, state/province Zip/postal code


Salutation,

Thank you so much for your generous donation to [Name of Organization]! We truly appreciate your commitment to [people served, cause].

[Image of impact]

With your help, we’ve [short impact statement].

We couldn’t do it without you! Thank you.

Sincerely,
[Name of Best Person to Send the Email]












Sample:
Dear Luis,

Thank you so much for your generous donation to XYZ Nonprofit! We truly appreciate your commitment to the kids in our community. 
[image: ]
Caption: In a recent all-city field day, the 4th graders at Blaine prevailed at tug-of-war against the 4th graders at McPherson. Thanks for pulling for everyone! 

With your help, we’ve provided after school care to 300 kids this year. They’re building healthy relationships with peers and adults, improving their grades, and having a great time in our after school programs at six sites around the city.

We couldn’t do it without you! Thank you.

Sincerely,
Alice Agency Director




#3 Thank You Letter for In-Kind Donation
Template:

Date 
Name 
Organization 
Street 
City, state/province Zip/postal code


Salutation,

Thank you for your gift of [describe their contribution and how it helps your mission]

[Impact statement}
[Client quotes or story]

[One more personal thank you]

Sincerely,

[Best Person to Send the Letter]












[bookmark: _GoBack]Sample:

Dear Luis,

Kids will be happily snacking afterschool, thanks to your donation of six cases of graham crackers. Healthy eating is an important part of our after school routine, and we truly appreciate your support. Thank you! 

I thought I’d share a couple quotes from the kids with you:

“Snack is my favorite part of XYZ Aftercare!”--Ramone, age 6

“I like snack time because I can talk to my friends and eat something yummy,”--Zara, age 8
“Snacks are important because I have a lot of homework and my brain needs FOOOOOOD,” Joey, age 9

As you can see, your contribution is very important to our most important people, the kids we serve. It’s important to me, too. Your ongoing commitment to our kids truly means the world, and we really couldn’t do it without you, Luis.

Thank you!

Sincerely,
Alice Agency Director
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