Job Shadow Thank You Letter

Guide





Write your letter and prepare the envelope immediately after completion of your job shadow experience.  It is important to mail this letter within a week. When you write the letter, remember the following:
· Be neat

· Check your spelling and grammar (including supervisor’s name and site)

· Begin your letter with a sentence that specifically thanks the supervisor for allowing you to spend time at his/her place of work/business.

· State something positive that you learned during your job shadow experience.

Sample Format

Date

Job Shadow Supervisor Name

Site Name

Address

City, State, Zip

Dear Mr., Ms., Mrs.:

(Body of Letter)


Sincerely,

Your Name

Your Address

12/08
