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The “Write” Touch 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Manners for the Real World 

 
Core Curriculum Area:  
Family and Consumer Sciences 
 
Suitable Delivery 
Modes:  
 Club  
 Special Interest 
 Camp 
 School Enrichment 
 
Grade Levels: 6-12 
 
Life skills: 
Communication, self-responsibility, 
social skills, nurturing relationships 
 
Total Time: 45 minutes 
 
Materials Needed: 
 Envelopes 
 Blank stationary or note cards 
 Scrapbooking supplies 

 
Advance Preparation: 
 Print and cut apart role play 

cards 
 Print handouts (optional) 
 
Evaluation Tool: 
 End of meeting questionnaire 
 Pre/post-test  
 Open-ended questions 
Activities & games  
 Checklist 
 Show of hands 
 Interview 
 Quotes 
 

Objective:  Youth will… 
 
 Understand the importance of writing a thank you note and demonstrate how 

to write an appropriate thank you note.  
 
Curriculum to Use:  
 
This lesson plan and “The Write Touch” factsheet/handout.  

 
Background Information for Presenter:  
 
Because our society is firmly engaged in technology, letter writing has decreased.  
Some youth may have few opportunities to observe others writing a thank you note 
or receive one themselves.   

 
Introduction: (<5 minutes) Share with participants. 
 
There are many types of letters and many ways to write them.  People write thank 
you notes, notes of sympathy, get well notes, birthday messages, and many more.  
Letters are written to apply for schools, jobs, and letters of complaints and for many 
other reasons.  Knowing how to write the right note or letter is an important life skill 
that will take you far in life.  Today we are going to specifically discuss thank you 
notes.  The words “thank you” are two magic words that make everyone feel good.  
There is an art to writing thank you notes, but with practice, it can become second 
nature.  Today we are going to talk about when we should take the time to write a 
thank you note and how to make it meaningful. 

Activity 1: When to Write a Thank You 
Note (15 minutes) Conduct activity with participants. 
 
Let’s talk about when you should write a thank you note.  Everyone stand up.  I am 
going to read a list of situations.  For each situation, if you think it requires that you 
write a thank you note, walk over and stand on the right side of the room and move 
your head up and down (yes).  If you think it does not require a thank you note, go 
stand on the left side of the room and move your head side to side (no).  Any 
questions?  Let’s get started. . . 
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 Your mom buys you a new backpack for school. 
 Your grandmother sends you a birthday card with $30 in it. 
 Your best friend visits you when you are sick. 
 Your aunt sent you a new camera for graduation. 
 Your sister helps you with your homework. 
 Your best friend sends you a thank you card for the birthday present that 

you gave him last week. 
 Your 4-H club leader sends you flowers when a close relative died.   
 Your best friend’s family takes you on their family vacation to Wild 

Adventures Theme Park. 
 
Review the information on the handout with the group. 

 
Activity 2: How to Write a Thank You Note 
(20 minutes) Conduct activity with participants. 
 
Give each member the supplies needed to write a thank you note.  Suggest that 
they think of a gift they have received and practice writing a note of thanks to the 
person who gave it to them. Go around the room and give individual assistance as 
needed.   
 

Reflect: (5 minutes)  
To complete the experiential learning model, discuss these or similar questions with 
participants. [http://florida4h.org/clubs/files/101.10_Using_Experiential_Learning_Model.pdf ] 
 
Share:  “At what times do you think a handwritten letter would be more appropriate 
and effective than a typed one?”  “At what times would a letter be better than a 
phone call or visit?”  “Why?” 
 
Process:  “Have you ever given a gift that you were thanked for?”  “How did it 
make you feel?” 
 
Generalize:  “In what other ways have you written something instead of saying it 
orally?”  “Why is it important to have good manners?”  “How do you think manners 
will help you in the future?” 
 
Apply:  “How can writing letters regularly improve your communication skills?”   
“What types of situations in life require you to demonstrate good writing abilities?” 

 
Extended Learning: Ways to extend learning beyond this lesson. 
 

Make your own note cards:  

Purchase or collect supplies for youth to make their own set of note cards.  
Suggested supplies include: card stock (light colors work best), pieces of ribbon, 
stickers, glue, glitter, stamps, ink, markers, colored pencils, stencils, decorative 
scissors, paper punches, etc.   

Thank the Troops:  

Ask youth to write thank you notes to members of the military or to youth who 
have parents who are deployed.  Youth could also write thank you notes to 

Essential Elements: 
Strive to include as many of the 
elements as possible in each 
session. 
 

 Positive relationship with a 
caring adult 

 Inclusive environment 
 Safe emotional & physical 
environment 

 Engagement in learning  
 Opportunity for mastery 
 Opportunity to see oneself as an 
active participant in the future 

 Opportunity for self-
determination 

 Opportunity to value and 
practice service for others 

 
To learn more, check out:  
https://nifa.usda.gov/resource/esse
ntial-elements-4-h,  
https://www.ag.ndsu.edu/pubs/yf/y
outhdev/yd1482.pdf, 
https://nifa.usda.gov/sites/default/fil
es/resource/Experiential_Learning.
pdf, http://4-h.org/  
 
Standards (KOSSA): 
Communications 
 AB.4.  Record information accurately

and completely 
 AB.5.  Demonstrate competence in 

organizing, writing, and editing using
correct vocabulary, spelling, 
grammar, and punctuation 

 AB.6.  Demonstrate the ability to 
write clearly and concisely using 
industry specific terminology 
 

21st Century Skills: 
Learning and Innovative Skills-
Communication and Collaboration 

Communicate Clearly 
 Articulate thoughts and ideas 

effectively using oral, written and 
nonverbal communication skills in a 
variety of forms and contexts  
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veterans, thanking them for their service.  It is a good idea to coordinate this with 
your local 4-H agent, who can notify your nearest Operation Military Kids program 
coordinator.  Notes to youth who have one or more parent(s) deployed are often 
included in 4-H Hero Packs, which are distributed through the 4-H Operation 
Military Kids Program.  When writing to veterans, you may want to coordinate this 
effort with your local American Legion.  Remember the following when writing 
letters: 

 Keep it positive. 
 Good words to use: grateful, most appreciated, sacrifice, unselfish, 

service, token of appreciation, small symbol of support. 
 Thank the children of military parents for the sacrifices they are 

making.  Remind the military youth that they are heroes, too. 
 Do not tell the military youth how bad you think their situation is or that 

you feel sorry for them. 
 Keep it politically neutral. 
 Do not include personal information like your last name, phone 

number, or email. 
 

Thank 4-H Volunteers:  

April is national volunteer appreciation month.  Ask youth to write thank you notes 
to 4-H volunteers in your area in honor of National Volunteer Appreciation Week.  

 
Reporting Your Success:  
 
Initial Outcomes:  As a result of this lesson, youth were able to: 

 Write an effective thank you note. (observation of activity) 
 Identify three or more situations in which a hand written note is 

appropriate. (discussion) 
 Express feelings of gratitude to others. (observation of activity) 

 
Intermediate outcomes to observe: Youth: 

 Communicate effectively in a variety of methods. 
 Express feelings of gratitude toward others who contribute to one’s well-

being and beyond. 
 Value and convey consideration of others—focus on the needs of others 

before themselves. 
 
Long term outcomes to observe: Youth: 

 Serve in leadership roles and represent their family, school, and 
community. 

 Develop positive and sustained relationships within the family and 
community. 

 
Reference Used: 
 
Post, Peggy, & Post, Emily. (2011). Emily Post’s etiquette: Manners for a new world. 
New York: William Morrow. 
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Adapted From:  
Kent, Heather. C. & Brinkley, Monica. L. (n.d.) Manners for the real world curriculum 
project.  University of Florida IFAS Extension., Retrieved August 28, 2012 from 
http://nwdistrict.ifas.ufl.edu/4H/Manners/manners.htm 
 
With the authors’ permission, this lesson plan was adapted for use in Kentucky 4-H 
by Christy Eastwood with input from the Manners Writing Team made up of 
Extension Agents Christy Eastwood, Melissa Goodman, Nancy Kelley, and Paula 
Tarry; and Extension Specialists Pam Sigler, Evaluation, and Martha Welch, 4-H 
Youth Development.  4-2016 
 
 

 
 
 
 
 
 



 
 
 
 

   

 
 
 
 

The “Write” Touch 
Grade 6-12 – FCS Core Curriculum 

 
A handwritten note is a very effective way to express appreciation to a person who has done something nice for you.  
Here are some guidelines for thank you notes: 

 The two things to strive for are sincerity and promptness. 

 Write a thank you note any time someone gives you a gift or goes out of their way to do something nice for 
you. 

 Write and mail your thank you note as soon as possible, the sooner the better.  A note that arrives a week 
after the kindness loses its sparkle. 

 Make sure you spell the person’s name correctly and use a title such as Mr., Mrs., Ms., or Dr., if appropriate. 

 Make your note neat and easy to read. 

 Write the same way you would say it in person.  Use your own style but avoid using slang, especially if you 
are writing to an older person or someone you don’t know very well. 

 Sometimes a heartfelt spoken thank you is enough to thank someone (such as when your mom buys you a 
backpack or your friend visits you when you were sick).  However, if you receive a gift in the following 
situations, send a thank you note as soon as possible: 

o Gifts received by mail or delivery 

o Gifts received at a party held in your honor, such as a birthday or wedding 

o Gifts received while you were in the hospital 

o Gifts of congratulations such as graduation, birth of a child, or house warming 

o Gifts of sympathy such as funeral flowers 

o Gifts of opportunity—the opportunity to do something special  
 

There is an art to writing a good thank you note.  Thank you notes don’t have to be long or complicated but they 
should be sincere. 

1. In the upper right hand corner of the note, write the date. 

2. On the left, write “Dear…” followed by the name of the giver and a comma. 

3. Stop to think about the person.  What would you say if they were standing in front of you?  Write one or two 
sentences.  Mention the gift or nice thing that they did and say what you liked about it. 

4. Next, describe how you plan to use the gift.   

5. Write a salutation such as “Sincerely,” or “Respectfully,” then sign your name.  For people that you know well, 
“Very truly yours,” or “Love,” may be appropriate.   

6. Double check your note for correct punctuation, grammar, and spelling. 

Manners for the Real World
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Sample thank you note 
 
 
 
                                                                                                            March 3, 2016 
 

Dear Mom and Dad, 
 
Thank you for paying my camp fee so I could come to 4-H camp.  I am 
having a lot of fun swimming and learning about nature.  The swimming 
instructor says that my swimming has improved.  Now you won’t have to 
worry so much when I swim at the city pool.  I can’t wait to come back 
next year. 
 
Love, 
Bobby 
 

 
 

 
Addressing the envelope  
Here’s an example: 
               
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adapted From: Kent, Heather. C. & Brinkley, Monica. L. (n.d.) Manners for the real world curriculum project.  University of Florida IFAS 
Extension., Retrieved August 28, 2012 from http://nwdistrict.ifas.ufl.edu/4H/Manners/manners.htm. 
 
With the authors’ permission, this lesson plan was adapted for use in Kentucky 4-H by Christy Eastwood with input from the Manners Writing 
Team made up of Extension Agents Christy Eastwood, Melissa Goodman, Nancy Kelley, and Paula Tarry; and Extension Specialists Pam 
Sigler, Evaluation, and Martha Welch, 4-H Youth Development.  4-2016 
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