Thank You Letter


It is appropriate to send a letter to your employer immediately following completion of your Work Experience.  

Receiving it will leave your employer with a good impression of you.  It helps solidify the network of people you are developing, shows common courtesy and business manners and may open the door for future employment.

Alternatively, a quality “thank you” card can be equally effective and adds a little more of a personal touch as opposed to the more formal business format.

July 8, 2007

Kerry Smith

4553 Elm Street

Victoria, B. C.

V9A 2S5

Ms. J. Doe

ABC Clothiers

596 Beacon Avenue

Sidney, B. C.

V8K 7H5

Dear Ms. Doe,

Thank you for the opportunity of working with you and the staff of ABC Clothiers for the past 100 hours of my Co-op placement.  

I gained many new communication and business etiquette skills while employed with you. I will carry these forward into my future career explorations.   I particularly enjoyed my time interacting with customers.  

Again, thank you for providing me valuable experience in the community and business sector.

Sincerely,

Kerry Smith
