SET for Life

THANK-YOU

The thank‑you note is an opportunity to restate your qualifications. Be sure to re‑emphasize your qualifications to do the job. Write and mail thank‑you correspondence as soon after the contact as possible, preferably the same day, while details are fresh in your mind.

Basic parts of Thank-You

	1. Statement of appreciation

2. Expressions of interest in employment

3. Brief restatement of qualifications

4. FinaI "thank-you"


SAMPLE

Date

Mr. Glenn Allen, President

Vendor Corporation

1742 Surf Drive

Fort Lauderdale, Florida 01234

Dear Mr. Allen:

Thank you for the interview yesterday morning for the Marketing Management position.

I know I would be an asset to your corporation and look forward to hearing from you soon. 

Thank you again for your time and consideration.

Sincerely,

Joe Juneau

address

city, state, zip
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