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Employers often say that receiving a well-written and appropriate thank you letter in a timely manner can make or break a hiring decision. Surprisingly, only 20% of job seekers take the time to write a thank you letter. 

A thank you letter or note should be sent after any professional contact has been made. Whether you are expressing appreciation for an informational interview or an interview for a job opportunity, thank you letters are an important step not to be missed in the job search process.

Remember to express your appreciation for the individual’s time and consideration, emphasize any information that may not have been shared in the interview, and reiterate your interest in the position. Thank you letters are another opportunity to sell your qualifications and leave a fresh, positive impression with employers. 

Thank you notes should be considered a standard tool in your job search.

















In general, here is the order of preference:

Hand-written on an appropriate card or stationery:  A nice touch unless you feel this would be too personal for the setting, or if your writing is difficult to read.

Typed business letter format:  Always appropriate, but may lack that personal touch that makes the connection.

Email:  May be necessary if a hiring decision will be made within 48 hours – otherwise use snail mail for a more professional, personal and permanent impact.

Be sure to check for misspellings and errors just as you would on your resume or cover letter – consider the Thank You Note as an important part of your marketing package.

Thank You Letters








