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thank you letter writing checklist 
	Completed?

	Activity

	
	Thank the interviewer for his/her time.



	
	Mention something discussed in the interview.



	
	Provide additional insights learned since the interview.



	
	Re-affirm your interest in the position and state how you will follow-up.



	
	Send a personalized thank you letter to each person who interviewed

you. Mention something you know the person likes or that you share in

common.



	
	Decide whether to write the thank you letter by hand or to send it via

email based on your understanding of organizational preferences.



	
	Send the letter within 24 hours of the interview.



	
	Proofread your letter. Make it cordial and professional.
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