
 

 

How to submit a Thank you Letter 

Recipients of UT Permian Basin scholarships are required to compose a note or letter of 

appreciation to the scholarship donor or contact person for their award. The people who make 

these awards possible have made an investment in your education and enjoy hearing from you. 

The letter must be typed. No handwritten letters will be accepted. Please submit your letter of 

appreciation for the scholarship you received to the Advancement office. 

 

1. Visit my.utpb.edu, click “Sign in now” and login using your Falcon ID and password.  

 
 

2. On the student homepage you will find the “Tasks” tile.

 



 

3. View “Scholarship thank you letter” checklist status, if initiated we have not received one 

for you. 

 
 

4. Compose a thank you letter by following the template and suggestions below.  

 

 

 

5. Once completed submit your typed letter via email to thankyou@utpb.edu or in person at 

MB 4230. 

*Your name and where you 

are from 

*Major & degree you are 

seeking  

*Career plans 

*Family information  *Expected graduation date *Educational background  

*Why you choose UTPB   


