[Date]
[Hiring Manger’s First and Last Name]
[Hiring Manger’s Job Title]
[Company Name]
[Company Street Address]
[City, State, and Zip Code]

Dear [Mr./Ms./Dr.] [Hiring Manager’s Last Name]: 

[This paragraph should thank the hiring manager for meeting with you.  Include the position for which you were interviewed, as well as the date and time.  Express your pleasure with the interview and restate your interest in the company.]
[Use the next paragraph as a way to remind the hiring manager of your major qualifications.  Be specific about how you will benefit the company using a specific topic that you discussed in the interview.]
[The next paragraph can address anything you wish to add after the interview, in the event that you forgot to mention something during the interview itself.  This paragraph is also a good place to clarify a point or follow up on anything you were asked during the interview.  The point again is to demonstrate how your qualifications and skills will benefit the company.]
[Your final paragraph should again thank the hiring manager for his/her consideration.  Additionally, you should restate your desire to work with the company and ask that you be contacted once a decision has been made.  You can include contact information here if you like, or include it in the signature area below.]  

Sincerely, 

[Your signature]


[Your First and Last Name]
[Your contact information, if desired] 

