







Follow up/Thank you letter
Your home address






City, State  Zip

Current Date

Human Resource Manager Name

Business/Company Name

Street Address

City, State   Zip

Dear _____________

Paragraph one – thank the interviewer for his/her time to interview you for (position applied for in cover letter).  Your feelings about how you felt the interview went.
Paragraph two – You reiterate your specific skills that you will be bringing to the company and how you can benefit them.  (What can you do for the company, not what can the company do for you)
Paragraph three –Ask if they have any additional questions, feel free to contact you.  When can you be contacted and at what number and time can you be reached.  I look forward to visiting with you.

Sincerely

Your name

Letter needs to be centered vertically on the paper

Letter needs to be signed in BLACK ink

Phone number needs to include area code

Time to be reached includes a.m. or p.m.

Font type & size needs to be Arial, 12

Margins 1” – file – page setup
