
Consider whether to use an informal (Hi ,  Hel lo) or informal
(Dear) greeting. I f  you're unsure,  use formal.  Address the

email  recipient appropriately ,  considering pronouns and t i t le.
Examples:
Mr.,  Mrs. ,  Ms. ,  Dr. ,  etc.

THANK YOU EMAIL
Guide to Writing a

Insert  the emai l  for person you are thanking
(if  there are mult iple people you need to thank,  make sure to

send an indiv idual emai l  to each person)

Create a strong subject l ine that expresses appreciat ion and
provides ins ight to what the emai l  is  about.

Examples:
"Thank you for the job interview today"
"Thanks for meeting with me about your IT  posit ion"
"Great to meet with you yesterday"
"Real ly  enjoyed our conversation today!"

Full Name
Major (minor if applicable)
Name of university, month and year of graduation
Contact information (phone number, email address)
Personal website or social networking site 

only provide if you are active and information is updated/accurate

It is important for college students to have a professional email
signature. It not only is a great way to exchange

contact information, but it relays a sense of professionalism to all
who you communicate with, including faculty, mentors, network

and employer contacts.
Information to Include: EXAMPLE

Make sure you specify what you are thanking theMake sure you specify what you are thanking the
individual for. Go into a bit of detail, so the personindividual for. Go into a bit of detail, so the person

understands exactly what you appreciate. Forunderstands exactly what you appreciate. For
example, if you are saying thank you to someone whoexample, if you are saying thank you to someone who

gave you job or career advice, explain what yougave you job or career advice, explain what you
found to be most helpful. If you are saying thank youfound to be most helpful. If you are saying thank you

after a job interview, remind the person of aafter a job interview, remind the person of a
particular moment from the interview (or remind themparticular moment from the interview (or remind them

why you are a good fit for the job).why you are a good fit for the job).

Credits:
https://theinterviewguys.com/thank-you-email-subject-line/
https://www.thebalancecareers.com/general-thank-you-letter-sample-2063961
https://business.olemiss.edu/wp-content/uploads/2020/05/Student-Email-Signature.pdf


