
Tips for Writing  
Thank-You Notes 

 
 

Why write a thank-you note?  

Writing a thank-you note is good manners. When someone does something special, we 

need to let that person know that we appreciate it. Someone has gone out of their way 

to do something for you, and now it is your turn to do something for them by saying 

“thank you.” Writing a note should not seem like a chore. Your note does not need to be 

more than two or three sentences.   

 

Everyone likes to feel appreciated.  

A thank-you note makes a big impression on the person who receives it. The more we 

show appreciation, the more a person wants to do something for us. Think about the 

giver rather than just the gift. Express your appreciation for the person’s thoughtfulness 

or generosity. 

 

A thank-you note should be written promptly.  

Writing your note promptly while the event is still in your mind will usually mean a more 

genuine and enthusiastic expression of your gratitude. However, it is better to write late 

than not at all. 

 

Write your thank-you note on stationary or a note card.  

We have free YOU ARE SPECIAL! 4-H note cards which fit in a standard envelope. A 

purchased thank-you card with a humorous or heartwarming message inside may be 

used, but a short, handwritten message from you should be added. 

 
Your note should explain what you are thanking the person for and may include 

how you felt about receiving your award.  

Elaborate on why you like it, what you have learned, or something particular you 

enjoyed about the event. Avoid general remarks such as “thank you for the award.” If 

you want, you could include how many years you have been a 4-H member, what club 

you belong to, and your 4-H project. 
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