
UNF Brooks College of Health 
 Scholarship Thank You Letter Guidelines 

 

Please use the information provided below as a guide to help you in writing your scholarship 

thank you letter to the donor(s); see the Brooks College of Health scholarship webpage to view a 

Sample Scholarship Thank You Letter. 

 

1. Create a letter in Microsoft Word: Your letter does not have to be long – at least half a 

page – but it should be heartfelt.  

 

2. What to include in your letter: 

 First paragraph: thank the donor(s) for the gift and include the full name of 

the scholarship or fellowship that you received. 

 Second/Third paragraph(s): tell the donor(s) about yourself, your family, and 

why you chose this topic of study and career choice. Describe your student 

leadership positions, memberships in clubs, and any volunteer work. 

 Conclusion: Conclude the letter with restating your appreciation and close 

with “Sincerely” and your full name.  

 

Note: Since the Dean’s office will be sending the letters to the donor(s), you do 

not need to include the donor address block, date, or salutation. Do not include 

your personal information (e.g. phone number or address). 

 

3. Submit your letter to the Dean’s office: After you have written your thank you letter, 

email it to cohscholarships@unf.edu as a Word document. The Dean’s office will forward 

it to the donor. Only Word documents will be accepted.  

 

Scholarship Thank You Letter Tips:  

 Make an impact: Your thank you letter is very important to the donor! It provides you 

with an opportunity to share your own personal story as well as a way to express your 

gratitude for the award. 

 Make it your own: Use the sample thank you letter template as a guide, but please 

share your own story and do not copy the wording in the example.  

 Write professionally: You want to make a good impression! Have a friend or family 

member read your letter for revisions and feedback before submitting it to the Dean’s 

Office. Letters that contain many writing and grammatical errors will be returned to 

the student for correction. This could delay getting your letter to the donor.  
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