Follow-Up Letter
When you interview for a job, always request a timeframe for the hiring decision.  If you know the designated date and a week or so passes beyond this date, it’s completely appropriate to send a reminder note or e-mail to the employer. If two weeks pass after you’ve written this letter and you still haven’t heard from the employer, contact the Career Center for additional suggestions.

Sample
Month, Day, Year

Your Street Address

City, State,  Zip

Mr. Percy Nell

Human Resources Manager

Most Desirable Organization

1500 Shangri La

Anytown, IN  88888

Dear Mr. Nell:

During your recruiting visit to Valparaiso University on October 22, I had the opportunity to meet with you and discuss employment opportunities with XYZ Company.  At that time, you indicated that I should hear about the outcome of the interview within a month.
At this point in my employment search, I have begun to evaluate employment options.  Because I was very impressed with XYZ Company and its opportunities, I would like to inquire about the status of my application.

Please contact me if you require additional information.  I will soon contact you by phone or email to confirm that you have received this letter.  I look forward to speaking with you.
Sincerely,

(write your name here)

(type your name here)   
