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CABAM: Job Shadow Thank You Note

Thank You Note (30 points)

Objective: How will I apply the writing process to the creation of appropriate documents following designated business formats?
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Writing a thank you letter to your host is very important to show your appreciation. 
When you write your letter, remember to do the following:
· Be neat. Watch your spelling and grammar. PROOFREAD! Errors may require rewriting.
· Begin your letter by thanking the employer or company for allowing you to visit. For example, “Thank you for taking time out of your schedule to serve as a job shadow mentor for the afternoon.”
· State something specific that you learned or enjoyed during the job shadow. For example, “I learned a great deal about how an engineer uses computers, and I really enjoyed taking a tour of the facility.”

By hand, in pen, write a Thank You Note to the person you shadowed which meets the following criteria:
1. Use a formal note card (provided)
2. The body of the note should consist of at least two paragraphs. Each paragraph should be a minimum of two sentences. 
a. The first paragraph should express your appreciation for allowing you to shadow.
b. The second paragraph should express the benefit of the experience to you.
3. sign it in the correct location
4. Properly fill out an envelope addressed to the person you shadowed. Include your name and the school address as the return address. (If you don’t know how to do this, Google: “how to fill out an envelope”
5. Fold your letter and place it in the envelope: DO NOT SEAL THE ENVELOPE!
6. Place a stamp in the proper location when you turn it in or provide $0.50 for a stamp.
7. Turn it in.
Sample Thank You Note


Dear Mr. Smith,

Thank you for allowing me to visit you yesterday. I realize that this took time away from your regular responsibilities, and I am grateful for all the information that you were able to provide regarding your job at ACME.

Last night, I talked to my family about my experience at ACME. I became more convinced that I want to become an accountant. I am glad you gave us ideas about which classes we should take while in school. I plan to take more math and computer classes next year as you suggested.

Thank you again for giving me this valuable learning experience.

Sincerely,

Signature



CABAM Mission: Empowering Success
CABAM Vision: To provide students with rigorous and relevant business concepts and skills, through education and experiences, that are vital for success in life.
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