Work-Based Learning, 4th Term-Written Assignment

Thank you letter, Work-Site Supervisor

Directions:  4th term written assignment-Due @ Mid-term
After writing and proofreading your thank you letter, print two copies.  Give one letter to your Work-Site Supervisor and one to your teacher.  The thank you letter should be signed in black ink with no spelling or grammatical errors. The signed letter to your teacher should have the class period you are in WBL, written on the upper right hand corner of the letter. Give the other signed letter to your work supervisor.  
It is good business to say thank you.  A business thank you letter shows appreciation and builds professional relationships while keeping business opportunities open for the future. Most people do not say thank you enough.  All work-based learning students are required to write a professional business thank you letter to their Work-Site Supervisor.
Show you care by sending a written thank you to a person using the correct spelling of their name and title.  You may accompany the letter with a small gift of appreciation. (Pen, flowers, candle, mug, art, food)

Objectives:

1. Students will learn how to write a business thank you letter.

2. Students will convey the meaning of their work experience to their Supervisor(s).

3. Students will learn that a thank you letter is always good business.
4. Students will hand deliver the final letter to their work-site supervisor.

5. Students will turn in the final copy of the thank you letter to the teacher at mid-term. 
· A thank you note in business is short, focused and always of a professional quality.
· Include the business name, supervisor’s title and name in the mailing address.

· Limit the number of I’s used in sentences.

The letter should be three paragraphs long and include messages, such as;
· Thank you for your time.

· The most important thing I learned was…

· What I enjoyed the most…
Example Thank You Letter

May 22, 2020

Mr. David Smith, Personal Manager

ACME Accountants

3877 Henderson Street

Heber City, Utah  84032

Sam T. Student, Wasatch High School Intern

930 South 500 East

Heber City, Utah 84032

(435)654-0640

Dear Mr. Smith:

Thank you for allowing me the opportunity to intern with you.  I realize that this took time away from your regular responsibilities and I am grateful for all the information that you were able to provide regarding your career at ACME.

Last night, while talking to my family, we talked about what a good experience it has been to work at ACME.  I became more convinced that I want to become an accountant.  You gave us some great ideas about which classes we should take while in school.  I plan to take more math and computer classes next year as you suggested.

I look forward to seeing you in the near future. Thank you, again, for sharing your expertise and giving me this valuable learning experience.

Sincerely,

“Do not forget to sign your name with black ink”

Sam T. Student ​

