Template for thank you letter (hard copy, in the mail)
Make sure this first thank you letter goes out in the mail as soon as possible. To fit on the page, we had to eliminate some spacing, but you get the idea. The signer here is typically the person who signs all of your thank you letters. 
Also, thank you letters are appreciated for tax purposes, but feel free to be creative and make it as personable as possible. 
[Your Logo] 
[Date] 
[Donor’s Name]
[Donor’s Address Block]

Dear [Name], 

Thank you for joining the [program name] with your monthly gift of [$ Amount] to the [organization name] on [Gift Date]. We're very grateful for your support and welcome you to this very special group of loyal supporters. 

Because of your recurring support, we’re able to help [focus of programs]!

Here’s how you make a difference. Your gift as a member of the [program name] supports: [fill in specifics]. 

Thank you again for your generous support of our mission work and for joining the [program name].

Sincere thanks,

[Signature] 
[Name] 
[Title] 
P.S. If you have any questions about your recurring gift, please contact [email address] or call [phone number for monthly giving questions]. 

Please keep this letter as a receipt for your records. This donation is tax-deductible and our Tax ID number is xx.xxxxxx. No goods or services were provided in consideration of this gift.
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