Thank You Notes in the Workplace
Name: ____________________________                             Date: ______________
Multiple Choice (1-5)

1. Which of the following is an appropriate way to follow up with a potential employer after a job interview?

a.  phone call


 
b.  typed thank you letter

c.  handwritten thank you note

d.  none of the above

e.  all of the above

2. It is best to write a thank you note for a job interview: 
a.  the day after the interview

b.  one week later

c.  the day of the interview

d.  three days later

3. A thank you note for a job interview should be mailed no later than the day after the interview. This ensures the note arrives within ____ hours after the interview.

a. 36




b.  48

b. 60




d.  72

4. In a thank you note, you should NOT mention: 
a.  your interest in the position
b.  your qualifications
c.  your appreciation

d.  when you expect to hear 






    
      from the company

5. During the revision process, you should review your thank you note for the following:

a.  grammatical errors

b.  tone of voice

c.  appropriate content

d.  all of the above
Fill in the blank (6-8)

6. List the three most important things to remember while writing a thank you note. 1. __________________ 

2. __________________


3. __________________
7. Hand written thank you notes show that you took extra time to make your appreciation known. ____________ and ______________ are two other ways to follow up after a job interview.

8. List three situations, other than a job interview follow up, in which 
one should 
write a thank you note expressing their appreciation.

    1. ________________________
    2. ________________________

    3. ________________________

9. You have just interviewed with the Regional Sales Manager, Michael Chandler, for  
a sales associate position. Write a thank you 
note expressing your appreciation. 
(5-6 sentences long)
Answer Key: Thank You Notes Exam

Multiple Choice

1. e

2. c

3. d

4. d

5. d

Fill in the Blank

6. List the three most important things to remember while writing a thank you note.


1. Promptness


2. Content


3. Revision

(From the Thank You Notes in the Workplace PowerPoint)

7. Hand written thank you notes show that you took extra time to make your appreciation know. ____________ and _____________ are two other ways to follow up after a job interview. 

Answers may include: phone call, email, typed letter, etc.

8. List three situations, other than a job interview follow up, in which one should write a thank you note expressing their appreciation. 

Answers may vary. Some acceptable answers include: award, scholarship, birthday/graduation gift, dinner party guest, and houseguest.

9. You have just interviewed with the Regional Sales Manager, Michael Chandler, for a sales associate position. Write a thank you note expressing your appreciation. (5-6 sentences long)
Be sure the students are thorough in showing gratitude and interest in the position. Students should use good penmanship while clearly stating their qualifications for the position. The note should be overall well written and professional. 
                                                    CTAE Resource Network                                Page 3 of 3
Written by Dr. Frank Flanders and Amanda Stephens

July 2009

