
OUTLINE OF FOLLOW-UP LETTER


YOUR NAME
(Heading can be centered or


Your Present Address
listed at right side of page)


City, State, Zip Code


Office Phone Number


Home Phone Number
Date

Name of Contact

Title

Company

Street Address/P.O. Box

City, State, Zip Code

Salutation:
Dear (Mr., Mrs., Ms., Dr.)                        :

Introduction:
Thank person for interest, time, lunch, etc.

Body:

Mention something that impressed you about the company/position.

Reflect on discussion and review how your skills and experience "fit" the needs of the company.

Closing:

Discuss references, next meeting, telephone contact, etc.

Complimentary
Sincerely,

Close:

Signature:

Your Name


SAMPLE FOLLOW-UP LETTER


MATT CLARK


Post Office Box 1032


Lakewood, Colorado  80215


(303) 846-6733  Office


(303) 846-0047  Home

March 23, 19__

Mr. John Smith

Production Manager

General Manufacturing, Inc.

8116 Armour Street

Denver, CO  80226

Dear Mr. Smith:

I want to thank you for taking time to interview me for your Warehouse Supervisor position and for the tour of your plant.

Your ability to move large quantities of products in such a short period of time is impressive.  It is only natural that your product turnover rate would cause some of the problems we discussed.

After listening to what you need done, it seems that my experience in organizing and running a warehouse team could be of immediate benefit to your company.  I like the idea of being able to make a contribution right away.

Feel free to call my prior boss, Bill Rosenberg, about my warehouse experience and work habits.  His number is 621-9600.

I am very interested in this position and look forward to speaking with you about it again.  I will call in a few days.

Sincerely,

Matt Clark
