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Less Struggle.  More Support.  Better Results.
Thank You Note Worksheet
There are many opportunities on your job search and career management journey to write a thank you note: 
· After an interview
· After an informational interview
· Getting help with the job search
· Getting a referral, contact or introduction

· Meeting someone at a networking event
· Receiving a recommendation
· Receiving a key piece of advice that made a difference

You can see there will be lots of opportunities, so it’s a good idea to be prepared!
As you know by now, people who are successful in their job search and managing their careers are excellent relationship builders.  And there’s no better way to build a relationship with someone than to acknowledge something they did for you with a written ‘thank you’.
Everybody likes to be recognized and people remember those who recognize them.  So please don’t be someone who skips this important step in the relationship building process! 

Here are a few guidelines to writing a good thank you note:

Keep it brief: 
It’s called a ‘note’ for a reason: it can be only a few sentences.  

Always customize:
Address to a specific person and refer to exactly what they did for you/why you’re thanking them.
Correct information:
Get everybody’s business card so you have correct titles and spelling for everyone you meet.
Be prompt:
Write and send your thank you note right away.  Promptness pays.  If you’re writing a Thank You after an interview, have a box of Thank You note cards in your car, write the note immediately and then walk it back into the company and ask the receptionist to hand deliver it right away.
Delivery method:
Don’t worry too much about hand written vs. email.  Decide which the receiver would most like and what works best for their culture.  However, from a promptness perspective, the suggestion above to write it immediately and have it hand delivered is a great way to leave a good impression. 
Basic format:
1st section: Thank them specifically what they did for you.  

2nd section for interview thank you: tell them something new you thought of after the interview that is pertinent and/or address anything from the interview that needs clarifying.
2nd section for other than interviews: state what you got out of what they did for you, or how it was helpful.

3rd section for interview thank you: remind them about something you want to highlight, how you would immediately be able to add value if you are selected and/or restate your enthusiasm for the job.

3rd section for other than interview thank you: thank them again and ask if there is anything you may be able to do for them.

4th section: closing and signature.

A well-written and timely ‘thank you’ note can make the difference between success and failure, so be a success!
Your Success Accelerant,
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Brenda Cody, M.S.

Brenda@Career3D.com
720.213.8743
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