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Overview 
 Thank You Letters serve to communicate with employers 

(and graduate/professional schools) regarding your 

appreciation and understanding of business etiquette.   

 

 Send a Thank You Letter... 

 Within 24-48 hours of an interview. If you are no longer 

interested, note this in the message to show professionalism 

and appreciation toward their process, as well as keep the 

door open for future opportunities that may be of interest.   

 To recruiters representing organizations met at a career fair 

or similar event to inform them of your continued interest.  

Include another copy of your resume and identify any next 

steps (i.e. you completed the online application) that they 

suggested you take. 

 By email for quicker delivery.  Use the same contact header 

and paper used for your Resume when sending by mail or use 

formal Thank You stationary or card. 

 

 The content of a Thank You Letter should: 

 1.  Establish how you know the recruiter. 

 2.  Identify what you learned about the organization. 

 3.  Share how you can contribute to the organization. 

 4.  Either request information on next steps or indicate that 

 you have followed them (if they were outlined at your 

 interview/meeting). 

Content Format on 

next page 

 Each Thank You Letter should be unique and organization specific.  If you interviewed with 2-

3 individuals, it is appropriate to send each person a thank you letter.  Make each one 

unique; do not send the same one to each person.  If you interview with a larger group, there 

is usually one person who serves as the interview leader (typically your main contact for the 

application process).  Direct your letter to this person and extend thanks to all who 

participated in the interview(s). 
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Interviewer’s Full Name with appropriate Title (Mr./Mrs./Ms./Dr./etc.) 

Business Title 

Company Name 

Mailing Address 

City, State, Zip Code 

 

Dear_______________________: 

 

 First Paragraph.  Thank the employer for the opportunity to interview with him/her.  
Mention the date of the interview and the location or event at which you met.  Refer to the 
position title and the company name.  If you are interested in employment with this company, 
reaffirm your interest in the position and reference a few specific points of discussion you had with 
the employer during the interview or event.  Develop these specific points in a second paragraph 
as needed.     
 
If you are no longer interested, politely thank the employer, mention one positive aspect of the 
interview, and in closing indicate that you do not feel the company to be a match for your current 
career interests and objectives at this time.  Keep the door open in the event that a future 
opportunity with the company matches your interests.   
 
 Closing Paragraph.  Close by expressing your interest once more and refer to looking 
forward to the next contact the employer has indicated.  If the employer had not already indicated 
the timeframe of their process, politely ask for information on the next steps.  Also, if you were 
directed at the interview or event to “apply online” be sure you can mention not only that you 
have done this, but the date and time as well so your application may be easily accessed. 

 

Sincerely, 

Your signature. 

Type your name as it appears in your contact header. 
 
Email Address 
Phone Number 
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Citadel B. Student 

The Citadel: MSC 000, 171 Moultrie St, Charleston SC 29409 ▪ (789) 012-3456  

Home:  456 Elm Ave ▪ Anywhere, ST 12345 ▪ (789) 456-0123  

studentc1@citadel.edu 

 

November 15, 2016 

 

Ms. Jane Smith 

Vice President, Marketing and Sales 

ABC Dynamics 

123 Main Street 

Charlotte, NC 12345 

 

Dear Ms. Smith: 

Thank you for the opportunity to interview with ABC Dynamics at The Citadel Career Center on 
November 14, 2016.  I enjoyed learning all about the new initiatives the company is implementing 
for the Nuclear Power division. 

After considering the opportunities you described, I am most interested in the Engineer I for 
Nuclear Power. This position will allow me to use the experience gained from my internship with 
XYZ Corporation to further the goals of ABC Dynamics. It will also provide an opportunity to further 
develop my knowledge of nuclear power. Through our conversation and research I believe that my 
goals and interests are very compatible with those of your company. I am also very excited about 
the many professional development and community outreach opportunities that ABC Dynamics 
provides and in which it encourages employees to participate. 

I have completed the online assessment and look forward to hearing from you in the next week 
regarding next steps. Additionally, I have confirmed that it will be possible for me to shadow one of 
the engineers on November 23 while I am in Charlotte for our Thanksgiving break.  

Thank you very much for your help. 

 

Sincerely, 
 
 

 
Citadel B. Student 
studentc1@citadel.edu 
(789) 456-0123 

▪ For more information, refer to 

additional resources via the 

Resume web page. 

http://www.citadel.edu/root/career/resources/resume

