SAMPLE THANK YOU NOTES

The purpose of writing a thank you note is to show appreciation to the business and/or the contact person for their time and effort in assisting you in the Job Shadow.

Use blue or black ink when writing the note and addressing the envelope.

1. Begin note with the date at the top right side of the note card.
2. Next, at the left of the note card, start with an appropriate salutation.
3. Begin the first paragraph with explaining the purpose for writing.
4. Next, state something specific you especially liked about the time you spent together.
5. End the note card with an appropriate closing.
6. Lastly, sign the card with your first and last name, (address the envelope)
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Use the following sample as a guide to address the envelope correctly.
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 1.      February 16, 2007     


 


2. �Dear Mrs. Johnson, 





3.       Thank you for your time and career experience with me.








4.       Visiting with you helped give me a clearer picture of your occupation.








5.  �Sincerely, 





6.       Nick Farr








Nick Farr


1718 Great Place Ave.


Grand Forks, ND 58201











 	Mrs. Tammy Johnson


	Perfect Health System


	920 Nutrition Drive


	Grand Forks, ND 58201








