
Thank You Business Letter Sample
June 28, 2007

Mr. Robert Smith

44 Summit Street

Hartford, CT 06457

Dear Mr. Smith:

Thank you for extending your time to interview me on Wednesday, June 27.  I found our discussion extremely informative, and it further solidified my desire to work for ASPEN Magazine.   I was particularly struck by the enthusiasm you portrayed as you reflected on your experiences working as an editorial assistant at ASPEN and your movement up to the position of Editor-in-Chief. 

ASPEN Magazine is clearly a company on the move, a quality that no doubt is a result of its ability to attract talented and motivated employees.  I have the work ethic, solid writing skills and strong attention to detail that is necessary to be a successful editorial assistant.  I also believe that my experience serving as the Sports Editor for Trinity’s student newspaper and my two summers interning at The New York Times has provided me with a solid understanding of the diligence and teamwork involved in creating a successful publication.

I look forward to the next step in the interviewing process, and will call your assistant, as we discussed, in one week to follow-up.   I look forward to speaking with you again soon.  Thank you for your time and consideration.  

Sincerely,

Sarah Rogers
Sarah Rogers

