Sample Thank You Email*
Date: January 15, 2011
Re: Thank you
Dear Mr. Long:
Thank you so much for taking time out of your busy schedule to talk with me. I greatly appreciated your advice on how to find a summer internship on Capitol Hill. At your suggestion, I phoned Senator Kerry’s Judiciary Committee Staff Attorney, Sarah Greene, and I will meet with her next week.
I hope that you have a great vacation in Europe—it sounds wonderful! 
I look forward to speaking with you when you return. Again, thanks for your help. I will keep you posted on my job search progress.
Sincerely,
Katherine Burdick
