To: Recipients of International Studies grants

From: Timothy Martin, Director

International Studies Program

Subject: Thank-you notes

As you may know, our program receives some financial support from the Dean of Arts and Sciences, but our mini-grants depend on the generosity of alumni who, each year, earmark their donations to Rutgers specifically for  International Studies.  In many cases, these alumni were themselves participants in our study tours, and through these donations they express their appreciation for the ways in which this experience has enriched them.  I want to thank these alumni properly and to encourage them to think of us in future years.  So a condition of a mini-grant award is that the recipient write a thank-you note, handwritten or printed, to one of our alumni donors.  Our office will assign the name of one of these donors to you.  


The note need not be especially long; it could include a thumbnail sketch of yourself and your interests, a description of the course and the tour, a sentence or two explaining what you think you gained (or expect to gain) from the experience, and an expression of thanks.  A detail or two would be helpful: the more specific you can be about yourself and your interests as well as about what you have learned and experienced, the more the recipient will appreciate it.  The letter needn't be excessively formal. 


I know how hard it is to get a piece of writing started.  Here's my suggestion.  Begin by telling him or her who you are ("My name is Sally Jones and I'm a junior at RU-C . . .") and why you are writing: because the Director of International Programs has informed you that he or she has recently made a contribution to the program, and that you understand that such contributions help make our mini-grant program possible. 


Don't worry about addressing letters, except to begin "Dear [Ms./Mr. Lastname Below]," and please don't seal them.  Joyce Nathanson, the secretary for the program, will mail the thank-you notes from her office.  And when she receives your thank-you note (she is in Armitage 445), she'll give you your check. 


Checks are usually available shortly before Spring break, depending on when the instructor submits his or her list of recipients.  


Thanks very much for your participation in our program this Spring and for your assistance in our letter-writing initiative. 
