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National 4-H Congress has many dedicated and loyal donors and supports that help 
make the event a special occasion for each 4-H member.  To show our appreciation, 
each delegate will be asked to write thank you notes to several donors.  These thank-
you’s need to be quality notes that represent you, your state, and your 4-H club.  To 
assist you in writing your notes below is some information courtesy of Laurie Rivetto from 
Michigan State University.

The Seven Steps to a Great Thank-You Note
Why should you write a 
thank-you note?
• To show appreciation for 

someone supporting you
• To acknowledge a gift, donation 

or service
• To provide recognition to 

someone who has done a good 
deed

When should you write a 
thank-you note?
• After receiving any type of gift
• After attending a job interview
• After someone donates to a 

cause in your name
• After someone goes above and 

beyond the expected
• After someone writes a letter of 

recommendation for you
• After someone helps you with a 

project or endeavor
• If you want to make a good 

impression
• If you are unsure of whether or  

not to write a thank-you note 
(Write one!)
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Your note should be:
• Hand written in blue or black ink
• Neat and legible
• On a note card or good quality paper (Lined paper or index cards are not a good 

choice.)
• Personalized to the situation

ACKNOWLEDGMENTS
Aspects of the steps taken from “6 Steps to Writing a Thank You Note – Holiday Edition,” 
Dec. 16, 2010, Dale Carnegie Training. New York. Retrieved from http://blog.dalecarne-
gie.com/teammemberengagement/6-steps-to-writing-a-thank-you-note-holiday-edition/
Created by: Laurie Rivetto, 4-H Educator, MSU Extension Wayne County 4-H, 2013

TIP: In the case of a job 
interview, you may send a 
thank-you note in email 
form if the employer will 
be reaching a decision 

quickly. The key is to make it 
personal!
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