	Your Name Here


1853 Home Street

Anywhere, IL 33333
(222) 555-5555
emailaddress@yahoo.com


Date

Mr/ Ms. 









Contact Title
Company / Organization Name
Street Address and Suite / Site Number
City, State, Zip Code
Dear Mr. / Ms. ……………………………….:

Thank you for taking time to interview me for the ……………………… position. I enjoyed our meeting very much. I’m confident that we agreed on many points and that our meeting confirmed ways I will be able to immediately attribute my skills and experience to your Organization’s goals.  
I believe my strong …………………………….. experience, coupled with my ability to …………………………………. , will directly contribute to furthering the Organization’s success. Upon employment, the following points represent tasks that I can begin working on, in order to generate immediate and positive results for the Organization:
	· 
	· 

	· 
	· 

	· 
	· 


We talked about many things; however, if you require additional information about my experience, please let me know (…) …………..
Mr. Ms. 


 , I am very interested in the position and certainly look forward to hearing from you favorably. I will contact you next week to further discuss our meeting. 

Very Truly Yours,
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