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Sample “Thank You” Letter 
 
For Your Portfolio:  Write a sample or real thank you letter. 
 
Each time you have an interview, you need to send a thank you letter to the interviewer.  Your thank you letter 
should be written within a day of your interview.  It should include the following components: 
 
 your address and phone number 
 current date 
 interviewer’s name, title, and address 
 greeting 
 your interest in the specific job 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 appreciation for the time spent with you  
 short paragraph about your qualifications for the job 
 information on how the interviewer can reach you 
 closing, including your signature

2999 NE 43rd Street 
Vancouver WA 98663 
March 20, 2003 
 
 
 
Ms. Marcia Wilson, Manager 
ABC Company 
1234 First Street 
Battle Ground WA 98604 
 
Dear Ms. Wilson: 
 
Thank you for taking time with me this afternoon to discuss the position of mechanical 
engineer. After our discussion, I feel very confident that my qualifications meet your 
requirements. 
 
My experience in the engineering department at the XYZ Corporation has taught me the 
importance of teamwork and problem solving.  My training and experience will make me 
a valuable asset for your company. 
 
Again, thank you for talking with me.  I would be happy to provide you with any 
additional information you may need.  You can reach me at (360) 333-5433. 
 
Sincerely, 
 
John D. Knapp 
 
John D. Knapp 

Your home 
address and 
current date. 

Salutation 

The complimentary 
closing 

The person’s name 
and company address 

The body of your 
letter. 

Your handwritten 
signature 

Your typed name 

Note: Modify the above Thank You Letter when writing to people who wrote letters of recommendation. 
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