Your street address
Your city, state, zip code
October 18, 2001

Recipient's name
Recipient's street address
Recipient's city, state, zip code

Dear Mr./Mrs. (Last name)

Thank you so much for the opportunity to interview for the writing position. I am still very interested in the job and would be thrilled to join your organization. I appreciate the time you took to speak with me about the work.
My decade of experience interviewing business professionals and writing content for the Internet will assist me in creating the profiles you want featured on your website and in creating just the type of copy you need to promote your services. Because I work quickly and efficiently, I will be able to turn most of the projects we discussed around in one to two days. In addition to the profiles and Web copy describing your services, I can create dazzling press releases and brochures in a timely manner, allowing you to show off your business in a positive light. I'm detail-oriented but I'm also a creative thinker. I work extremely well without supervision (and never miss a deadline!) but I also thrive in a group brainstorming environment.
Thank you again for your time and consideration. Please feel free to contact me at XXX-XXX-XXXX with any questions you may have.

Sincerely,
Your name









