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Directions for the teacher: 

STEP 1 – Warm up by asking students to name people they’ve said thank you to in the last 24 

hours. It can be a roommate who took out the trash. It might be the doorman who held the 

door open. You can also ask how many times a person says thank you on an average day.  

 

STEP 2 – Students will complete Task A alone. Tell them to think of someone they might not 

have had the chance to thank. Explain that they’ll be sharing their memories with a partner, so 

they need to choose something they’re comfortable discussing.  

 

You might decide to read the model letter in Task C together as a class at this point. It could 

serve as a springboard for discussion or simply help clarify the main theme of this exercise: Are 

there people we never had the chance to thank, but wish we could?   

 

STEP 3 – Students will complete Task B in pairs. 

 

STEP 4 –In Tasks C and D, each student will write their letter and then share their draft with a 

partner for feedback. Final copies may be submitted to the teacher. 
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Task A. Think of someone who did something wonderful for you at some point and whom 

you’d like to thank if you could. Complete the chart below. Possible ideas: a childhood friend, 

a neighbor, an elementary school teacher, or an older relative. 

 

Name of 
person 

What did this person do for you? When did this take place? 

 
 
 
 
 

  

 

Task B. Using your notes from Task A, tell your partner about the person you’d like to thank. 

 

 As you listen to your partner’s story, ask questions to get more details. 

 After you tell your story, note any new details below. 

 

 

 

 

 

Task C. Use your notes from Tasks A and B to draft a thank you letter. Some useful phrases 

are listed below. Study the model on the next page. 

 
Useful phrases: 

 I just want to say thank you. 

 I want(ed) to thank you and tell you I haven’t forgotten all that you did for me. 

Thank you for all that you’ve done. 

 I really appreciate what you did for me. 

 I’m sorry I never got the chance to say thank you. 

 I’ll always be grateful to you. 

 You’re a special person. 

 You’re a good friend. 

 Thanks for being a good friend. 

 I’m lucky to have a good neighbor like you. 
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Model: 

 Dear Daryl, 

 
I know it’s been a while, but I’d really like to tell you something. I want to thank you for 

all that you did at the university. You understood me so well. You knew that first year 

was difficult for me, and everything became a little easier because I had a great 

roommate like you.  

 
I’ll always be grateful for the conversations, the laughter, and the times we just hung 

out at the dorm. You were a great friend when I needed one, and I’ll always remember 

you.  

 
Thank you. 

 
Your friend, 

Terry 

  
Your draft: 

Dear __________________, 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_________________________, 

________________________ 

 
Task D. When you are done writing, share the draft with your partner. Give each other helpful 

feedback and offer corrections if possible. 


