THANK YOU FOR SECOND INTERVIEW

[DATE, ex. Wednesday, June 11, 1998]

[NAME, COMPANY AND ADDRESS, ex.

John Smith

XYZ Inc.

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear [NAME, ex. John Smith],

It was a pleasure to meet with you again regarding the [STATE POSITION, ex. sales manager] position at [FIRM, ex. XYZ Inc].  I hope our interview was as insightful for you as it was for me and I truly look forward to hearing from you.

As you know, you can contact me at XXX-XXXX if I may be of any assistance.

Sincerely,

[YOUR NAME, ex. Jill Jones]

