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Purpose 
 

After you meet professionals at a job fair, networking function, informational interview, and a job interview, the 
first thing you should to do is follow up with a thank-you note. Not only is it proper business etiquette, but it is also a 
reminder of your qualifications. Writing thank-you notes is a simple yet critical part of the job search, yet only 5% of 
jobseekers do so.  It is a great way to differentiate yourself from other candidates. It is recommended to send the note 
within 24 hours of the meeting so that you can stay in the forefront of the contact’s mind.   

Format 
 

There are two preferred formats for thank-you notes, including handwritten note cards and email.   Handwritten 
notes can be more personal and create more of a connection whereas emails can often get buried in the recipient’s 
inbox.  When deciding what format to use, take into consideration the company culture and what you think the 
employer would appreciate.  If you know that the company is making a hiring decision quickly, consider sending an email 
and following up with a hard-copy version. For all thank-you notes, keep the following in mind. 

 

• Your thank-you letter is a sample of your writing and communication skills.  Be sure to have it proofread! 
• If you interviewed with more than one person, it is ideal to send a note to each person. Make sure you 

customize at least part of the note when sending to more than one person or ask the person to share the 
note with the committee.  

• Make sure the note is personalized to the person and organization rather than simply sending a form letter. 
• Keep the note concise and to the point. 
• For handwritten notes: Use a simple note card and make sure to use legible handwriting. 
• For emails: Use a basic subject line such as “Thank you” or “Nice to meet you.”  

Content 
 

In your thank-you note, be sure to include: 
• Expression of your appreciation for his/her time. 
• Refer to a specific part of the conversation/interview which you feel works to your benefit (or which you found 

particularly interesting). 
• Express your interest in the organization and the position. 
• Include anything you wanted to share but forgot to say.  
• Refer to a next step or further contact. 

Follow-Up Dos and Don’ts  
 

• Do send a thank-you note within 24 hours. 
• Do check in with employers if you don’t hear back from them in their suggested hiring timeline.  
• Do keep track of your job search and communication, including contact information, phone calls made and 

letters sent. 
• Don’t assume that if you haven’t heard from an employer that the position has been filled.  Be persistent and 

follow up with the employer to ensure that they received your application materials and let them know that you 
are still interested in the position. 

• Don't ever fail to send a thank-you—even if you are sure the job is not for you or if you have another offer.  
• Do write thank-you notes after every interview. 
• Do be patient; the job search and hiring process takes time. 
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