First name, middle initial, last name

Date
Name of Interviewer
Company Name
Address
City, State and Zip Code
Dear [Insert Interviewer Name]:

Thank you for the opportunity to discuss my experience and qualifications with you.  The [Insert Job Title] position we discussed is of great interest to me.  To become a member of the [Insert Department Name] Team at [Insert Company Name] would certainly be an exciting and challenging prospect.

I feel confident that my ability to achieve results (both individually and as part of a team), a strong work ethic, and a proven track record working in [Insert related experience and industry] would enable me to make a substantial contribution to [Insert Company Name].  Concurrently, the company’s culture, management style, commitment to excellence, and projected growth over the coming years make it an attractive organization for a career move.  

It was a pleasure to speak with you, and I look forward to hearing from you soon. 

Sincerely,

Insert [Electronic Signature]
Insert [First Name, Middle Initial, Last Name]
Enclosure (if applicable)
Your mailing address  City, State & Zip Code
Home: 000.000.0000  Cell: 000.000.0000  Email: Your e-mail address
LinkedIn Profile: If applicable

