
 

 

HOW TO WRITE A THANK YOU LETTER                        Important!! 

This is one of the most important, yet 
least, used tools in a job search. It is 
used to establish goodwill, express 
appreciation, and/or strengthen your 
candidacy. The basic rule of thumb is 
that everyone who helps you in any way 
gets a thank you letter. When used to 
follow up on employment interviews, 
thank-you letters should be sent within 
24 hours to everyone who interviewed 
you. (Not possible or appropriate to send 
a thank-you to everyone you met during 
the interview? Send a thank-you to your 
host and ask that he or she extend your 
appreciation to the group.) Also, be sure 
to send thank-you letters to each of your 
contacts and to people who provided 
references for you. 

 Express your sincere appreciation. 

 Reemphasize your strongest 
qualifications. Draw attention to 
the good match between your 
qualifications and the job 
requirements. 

 Reiterate your interest in the 
position. Use the opportunity to 
provide or offer supplemental 
information not previously given. 

 Restate your appreciation. 
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