Norris High School
Job Shadowing

THANK YOU LETTER FORMAT/CRITERIA


Remember that writing a thank you letter to your job shadow host is very important to the success of our program.  Write your letter and prepare an envelope the same night that you do your job shadow.  It is important to turn your thank you letter in the following day.

When you write your letter remember to do the following:

1. Be Neat.

2. Watch your spelling.

3. Begin your letter with a sentence that specifically thanks the employer for allowing you to spend time at his/her place of work.  For example, “Thank you for taking time out of your schedule to meet with me during my job shadow yesterday.”

4. State something specific that you learned or enjoyed during the job shadow.  For example, “I learned a great deal about how an engineer uses computers and I really enjoyed taking a tour of the facility.”

5. Address the envelope for mailing.

SAMPLE THANK YOU LETTER
June 25, 2001

Name

Title

Company

Street Address

City/State/Zip

Dear Mr. __________________________:

Thank you for giving me the opportunity to shadow you yesterday.  I realize that this took time away from your regular responsibilities, and I am most grateful for all the information that you were able to provide regarding your job at ACME.

Last night as I shared my experiences with my friends and family, I became more convinced that the field of accounting is the correct field for me.  My math, organizational and computer skills are right in line with the skills and abilities needed in the accounting field.  I plan to take more computer classes next trimester as you suggested.

Now that I am convinced that the Business and Management CAM Endorsement area and the accounting field should be my focus, I will be able to set some goals for my education plan.  Again, thank you for your part in enabling me to plan for my future.

Sincerely,

Your name

School

School Address

City/State/Zip

Use your own words and personalize your letter for your situation.
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