
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[School/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. As I approach my graduation from [Your 

School/University Name] with a degree in [Your Degree/Major], I wanted to 

take a moment to share my experiences and express my gratitude for your 

support throughout my academic journey. 

[Paragraph about your experiences, accomplishments, and challenges faced 

during your studies. Mention any specific programs, projects, or 

activities that have shaped your growth.] 

I am excited to embark on the next chapter of my life and pursue [career 

goals, further education, internships, etc.]. Your guidance and 

encouragement have played a significant role in preparing me for this 

transition, and I truly appreciate all the insights you've shared. 

Thank you once again for everything. I hope to stay in touch, and I look 

forward to sharing my future endeavors with you. 

Warm regards, 

[Your Name]  

[Your Graduation Year] 


