SAMPLE FACULTY THANK YOU LETTER

<<Date>>

Jill Doctor, M.D., M.P.H.

Thank You Department of Health Services

123 Your Way, Room 3

Thank U, CA  12345

Dear Dr. Doctor:

Thank you very much for your participation as a faculty member for the Tuberculosis Intensive course held <<Date>> in San Francisco.  We asked the participants to critically review the overall course composition and syllabus, as well as individual presentations, on written evaluations.  Overall, the participant evaluations indicated that the course was very well received.

Enclosed are the overall ratings and the numeral ratings and comments specific to your presentation, which are very positive.  Perhaps you will find some of the remarks helpful in planning your future presentations.

Thanks again for your participation, Jill.  The comment about the presentations not matching the syllabus won’t apply next time (July), as we’ll use your updated material.  Your ratings continue to be very high and we appreciate the effort you make to keep the Intensive as well regarded as it continues to be.

The next TB Intensive course is planned for <<Date>>.  Please save July 15 at 8:15 a.m. until 8:55 a.m. for presenting at that course.

Sincerely,

John Manager

Program Manager

Enclosure

