SAMPLE THANK YOU LETTER

4845 Happy Trails Lane
Davton, TX (HHHH}
LU L IREE LY

jurrereevs et b e o Looan
August 17, 206x

hir. Michael Johnson
Personnel Director
Linear Corporation
RO South Streat
Libserty, T X (OHMH0

D W, Johnson:

It was a pleasure meeting with vou on Tuesday, Aupust 157 reparding the position of
Computer Technician. [ appreciated the opportunity o discuss my qualifications, and |
am prateful for the time vou took o interview me and answet my questions about the
st and your company.

As mentioned in my interview, 1 will be praduating in December with an Associate
Depree in Computer Maintenance Technology., Through my education and experience |
have pamned many sKills, including the ability o manape multiple projects at once.
troubleshoot svstem components o ensure quality of work, and deliver excellent
customer service. | am confident these skills could be successfully applied in the
Computer Technician position.

| have enclosed a copy of my collepe transcript and a list of references that vou
equested. You can view my electronic portfolie at www JSmithigefolio.org.

Apain, [ would like 1o thank vou for the time and courtesy vou extended to me. If there is
anything that I can offer to help prove that T am the right person for the position. please

do not hesitate to contact me. | look forward 1o hearing from vou soon.

sSincerely.



