
Introduction
Taking the time to write a thank you
letter to your interviewer is not only
the polite thing to do, but it also
shows your interest in the job. The
thank you letter should be brief – a
couple of paragraphs should be
enough to follow up.

Be sure to send your thank you letter
within 24 hours of the interview. 

Include information from
the interview
• Make sure you have the correct
spelling and title of the person who
conducted the interview.

• If other people joined the interview,
be sure to mention them in your note.
For example, “Please extend my thanks
to Ms. Smith and Mr. Doe for their time
during the interview.” Or, “It was nice
to meet some of the other employees
during the tour.”

• If you noticed something special about
the work environment. For example,
“It was nice to see how friendly and
welcoming the people in your depart-
ment are when we went on the tour.”

The more personalized your letter is, 
the greater impact it will have on the 
interviewer. It may be the one extra 
touch that makes them choose you 
over another candidate.

What format should I use?
You can either mail a printed and 
signed copy of your letter or send an 
email. Remember to keep your letter 
formal by using titles and a proper 
salutation. Be sure to proofread your 
letter, checking for spelling and grammar 
mistakes. A simple error could affect 
your chances of getting the job.

If you are sending an email, try to wait 
half a business day before sending it. 
If you had your interview in the 
afternoon, send your email message 
the next morning.

Resources for
Students
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