
 

 
As a scholarship recipient, the UB Foundation congratulates you!  
 
UB Foundation scholarships are funded by private donors who have established named scholarship funds to provide 
opportunities for UB students. These contributors believe in you and have very generously invested in your future, and 
we want them to know how much their gifts mean to our students.  Please take the time to review the information 
below which will assist you with drafting your personal thank you note.  
 
Please limit your note to a single page in a font large enough to be easily read (for example, Calibri 11 or 12).  
 
Be sure to include:  

 your name  

 name of the scholarship  

 University of Baltimore (many donors give to more than one institution!) 

 year & major (freshman, sophomore, grad, 2L, etc.)  

 how the scholarship is making a difference to you  
 

To help the donor get acquainted with you, you may also want to include:  

 why you chose to attend UB/why you chose your major 

 positive experiences at the University  

 what you are studying, a favorite course or professor, a classroom experience, something valuable you have 
learned, what you hope to accomplish this year 

 involvement in campus activities or professional organizations related to your field of study 

 what you like and enjoy about UB 

 what you hope to do with your education or what you want to do in the future - your hopes and dreams 

 what it means to you to earn a degree 

 the impact that the scholarship has had in your life 

 new opportunities the scholarship may have afforded you 

 personal information - where you grew up, family information, education and/or job history 

 any other information that will help the donor get acquainted with you  

 a photograph  
 
Helpful tips:  

 Please note that the donor did not select you as the recipient, but provided the funds for the scholarship, i.e. 
“Thanks for making the {name of scholarship} possible…” 

 Read the letter aloud to yourself to hear how it sounds.  

 Double check grammar, punctuation, and spelling - you are representing UB! 

 Your donor is a friend of the UB community. They are interested in you and your experiences here. Donors 
contribute to scholarships because they want to help people reach their personal and professional goals. Let 
them know that their generosity has made a difference in your life! 

 Please contact Karen Rhodovi via donorrelations@ubalt.edu with any questions.   
 

 
*** Three sample letters follow. 

 

 

SAMPLE LETTERS 



 

 Please use these as guidelines, NOT as templates/text for your letter.  

 Letters closely resembling the sample letters below will not be accepted 

 If you have written a letter for a previous semester, you must draft a new letter 

 Letters closely resembling your previous letter(s) will not be accepted 
 
Sample Letter I 
 
Your Name 
C/O University of Baltimore 
 
Re: The______________Scholarship (insert name of scholarship) 
 
Dear Donor: (we will insert the salutation before sharing with your donor) 
 
As a recipient of the (name of Scholarship), I would like to express my sincere appreciation for your support of the 
University of Baltimore and its students. 
 
I am a (list your status and major). During my free time, I volunteer at the University Medical Center’s Cancer Center 
where I tutor children, who because of their illnesses cannot attend school regularly. After graduation, I hope to work 
as an advocate for family law, helping provide access to legal counsel for families with special needs. 
 
Once again, thank you for helping me achieve my educational and career goals. 
 
Sincerely, 
Your Full Name 

 
Sample Letter II 
 
Your Name 
C/O University of Baltimore 
 
Re: The______________Scholarship (insert name of scholarship) 
 
Dear Donor: (we will insert the salutation before sharing with your donor) 
 
I would like to take this opportunity to thank you for your generosity in funding the _________________ Scholarship. I 
am honored to be the recipient of this award. 
 
I am currently majoring in _________________(insert major) and my GPA is ______ . This award came at a time when 
I needed it most. Because of your generosity I was (able to work fewer hours, able to add an extra class to my course 
load, able to concentrate more on my studies, able to make my family proud, etc.) [Choose what is appropriate or 
insert your own heartfelt thoughts]. 
 
While attending UB, I have been involved with the ___________________ (insert organization’s and a brief description 
of what you do). I look forward to being able to give back to the community once I begin my career. I thank you for 
your confidence and willingness to help me achieve my goals. 
 
Gratefully yours, 
Your Full Name 

 
 



 

Sample Letter III 
Your Name 
C/O University of Baltimore 
 
Re: The______________Scholarship (insert name of scholarship) 
 
Dear Donor: (we will insert the salutation before sharing with your donor) 
 
I am honored to have been awarded the (name of scholarship) at the University of Baltimore. Thank you for your 
generosity in providing this academic award. I am a full time student with a 4.0 GPA and entered my second year this 
fall.  
 
Your award will be very beneficial in helping me achieve my academic and personal goals. As a Nursing student, I am 
active on campus in a variety of activities. I am a member of the Student Senate and participate in the UB Spotlighters 
Theatre. In addition, I work 20 hours a week in a nearby assisted living facility. My goal is to become a registered nurse 
and to someday help inspire students the way your award has inspired me.  
 
Thanks to your generous support, I feel that I am one step closer to achieving my goals. This award is very meaningful 
not only financially, but also emotionally, as it has strengthened my belief in myself. Thank you so much for helping a 
University of Baltimore student like me achieve my dreams.  
 
Sincerely,  
Your Full Name 
 


