
Dossin 

Thank You E-mail 

 

The “art” of the thank you note is lost. Even though at some point we are all taught to do it, most people do not. A thank 
you note doesn’t take much time up and it shows your appreciation for someone on something they have done for you. 
It also leaves a positive impression of you. Something that will help you in your career (and school, and life in general.) 
 
There was a time when sending a business thank you email was considered inappropriate. However, now it is fine to use 
email as a way of sending a quick thank you. 
 
When writing a thank you e-mail in a professional setting, there are several things to keep in mind: 
 
Subject Line: Make it clear what the email is about. Chances are the person you are writing to receives a lot of emails. 
For example, “Thank You for Design Position Interview” 
 
Use Standard Business Language: Because it is an email you may feel more casual in your writing. DON’T! Still treat it as 
a professional letter. Open with Dear Mr./Ms./Mrs. _____ and close with a Sincerely, First and Last Name. 
 
Keep It Short: Three to four paragraphs are perfect. 
 
Be Specific: Write about specific things that resonated with you. Make it personal and not cookie cutter. 
 
Good Communication: Your thank you note needs to be an example of your ability to communicate clearly and 
effectively. Organizing your thoughts into an effective order and utilizing proper punctuation, spelling, and grammar. 
 
 
Directions:  
Please write your email to the appropriate person. 
 
Since you cannot email outside of Romeo addresses, please email me your letter and I will forward it on. Address the 
Subject Line appropriately to the person you are writing to, (not to me) as I will just simply forward the email. 

 

 



 

 

 

 

 


