Sample Thank You Letter

It is best to compose an original letter.
Sir Winston Churchill Secondary

7055 Heather Street

Vancouver

British Columbia   V6P 3P7

October 8, 2004

Mr. Hysteresis Gauss

Production Manager

Intergalactic Strings Limited

533 Yellow Brick Road

Vancouver

British Columbia   A9M 2Z9

Dear Mr. Gauss:

Thank you for supervising me during the week of work experience that was arranged by my teacher.

The second paragraph should describe an/some important experience(s).

1. What new skills were learned?

2. Why was the experience important?

3. Was there an especially helpful individual or individuals?

4. Will you extend your appreciation to him/her/them?

5. Include the person’s given name and surname.

The third paragraph should establish the value of this placement to you.

1. Are there any fresh insights?

2. Did you gain an improved understanding of how business is conducted?

3. Are you better able to cooperate with adults to achieve a desired objective?

4. Did the experience help you to decide which career you wish to pursue?

The time and resources which Intergalactic Strings Limited provided for my training are appreciated.  Again, thank you for your generous support.    (or words to this effect)
Yours sincerely,

Mega Volt

T.G.10.02.2002

