Your Name
Address

City, State  Zip

Date xx, 2007
Recipient Name

Recipient Address
City, State  Zip
Dear Mr./Mrs. ________, 

Thank you for the recent opportunity to meet and discuss your open position at Company Name.   If there are any further questions you would like to ask me, please feel free to contact me via email or telephone.   I will continue to be available for future interviews as needed, pending completion of my other interviews through September 10th (within seven days of above date). I will maintain contact or follow up with you by that date and will be deciding on a position shortly thereafter.    

I left the interview with a renewed esteem for the position and for my productive capabilities as a member of your team.  Your need for someone capable of effectively (highly important capability or capabilities mentioned in interview) is/are something that I am highly able to perform.  In my experience at (previous employer), I developed and improved on these abilities well enough to exceed prior expectations.  I am ready and prepared to do this and more for Company Name at your request. 
Please accept this letter of appreciation for meeting with me to discuss the position.   I remain confident that my qualifications are a good match for your needs, and hope to be among those in consideration for the job.  I will look forward to speaking with you again soon.    

Sincerely Yours, 

Name
signature
