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Job Shadowing
Thank You Letter

Writing a thank you letter completes the job shadowing experience.  Business partners truly enjoy hearing from you.  They want to know that your experience was rewarding and informative.  Letters should be written within two days of the job shadowing event.
Thank you letters are the easiest way to leave a positive, lasting impression of you.

Sample Outline of the letter

Date

Company

Person you shadowed

Address

City, ST ZIP

Dear_______________:

Paragraph 1—thank them for their time and helpfulness.

Paragraph 2—Tell them why this experience was important to you.  Share some of the things



   You learned on your visit.

Paragraph 3—Add anything else you would like to say concerning your day, career outlook, or 


  experience.

Sincerely,

Your Signature

Typed Name
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