1- ELA Standard #2, #4


Directions to Students:

Use the information provided by the Career Communications Instructor, Occupational Instructor, classroom discussions, and Thank You Letter Worksheet to write a three-paragraph thank you letter.

The Situation:

You have just completed an internship and would like to thank the internship sponsor for the experience.

Your Task:

Write a three-paragraph thank you letter to the internship sponsor. 

Guidelines:

In your letter be sure to:


DUE DATE:____________


Your Address

Your City, State Zip Code

Date (ex: January 1, 2010)



[skip 2 lines, single-spaced]

Name of Internship Sponsor  (Mr., Mrs., or Ms.- use if you do not know if the woman is Title of Person 







married)

Business Address

City, State Zip Code




[skip 2 lines, single-spaced]

Dear ____________:  (Mr., Mrs., or Ms. followed by the person’s last name)

[skip 2 lines, single-spaced]

Paragraph 1- INTRODUCTION. Thank the reader for the opportunity to have an internship at ___________.  Tell them how much you learned and enjoyed the experience.


[skip 1 line, single-spaced]
Paragraph 2: BODY. Discuss what you learned and why this was interesting and exciting to you.  Mention something that impressed you at the company.  




[skip 1 line, single-spaced]
Paragraph 3: CONCLUSION. Explain how this experience has helped you and what you will do with the knowledge you received at their site. 




[skip 1 line, single-spaced]
Close with an appreciative expression. (ex: Once again, thank you.) I appreciate the time spent in the shop. I look forward to a career in the automotive field.  If you need additional information, please feel free to contact me at (716) 123-1234.




[skip 2 lines, single-spaced]
Sincerely,




Your signature (cursive)
[skip 4 lines, single-spaced]
Typed name


________________________

________________________

________________________

________________________

________________________

________________________

________________________

________________________

________________________

Dear ____________________:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Sincerely,





    Sign your name here in black ink





Your name- typed

WORDS OF ADVICE:

· Send the thank you note PROMPTLY!

· Be clear, concise, and complete

· Write formally and politely

· Have 100% accuracy in grammar, spelling, and punctuation

· Type on 8 ½’’ x 11’’white paper using a computer

· Make your signature legible, use your first and last name, and write in black ink

· Keep a copy for reference

· Address and stamp the envelope




THANK YOU LETTER Worksheet





THANK YOU LETTER 


Rough Draft





THANK YOU LETTER-


Internship





ORGANIZATION:


Include an INTRODUCTION which states why you are writing


Include a BODY paragraph which provides necessary background


Include a CONCLUSION which gives a plan of action





Word process your final  copy:


3 paragraph business letter format:


12 point size type (Preferably Times New Roman)


using full block form


spell check


sign in black ink


Use a tone and level of language appropriate for your audience


Organize your ideas in a logical and coherent manner


Follow the conventions of standard written English 




















