SAMPLE THANK YOU LETTER

Send immediately after interview

David Becker
432 Fremont Avenue South #2B
Minneapolis, MN  55324
September 25, 2006
Mary White, Human Resources Manager

Rainbow Foods

493 University Avenue

St. Paul, MN  55103

Dear Ms. White,


I would like to thank you again for the opportunity to meet with you yesterday.  After the interview I feel confident that I would be able to meet the needs of your company as an office manager.  I am extremely organized and I enjoy working on many tasks at one time.

I also wanted to let you know that I have experience with bookkeeping and record keeping that may be useful in this position.  I am excited at the possibility of working for Rainbow Foods.  Thank you again for your consideration.  If you have any further questions please do not hesitate to call me at (651) 555-8989.

Sincerely,

David Becker
