
Your Name

Your Address

Your City, State, Zip Code

Your Phone Number

Your Email Address

Date

Interviewer Name

Title

Company

Address

City, State, Zip Code

Dear Mr./Ms. Last Name:

I appreciate the time spent with you discussing (company name) and (position title) position. Thank you for the opportunity. I feel my qualifications, technical and personal, reflect those necessary to be successful in such a position.

At (prior company) I successfully installed a state of the art accounting system on time and under budget, as well as managed a staff of up to 15 accounting professionals and clerks.  I am confident that I have the experience and drive to successfully manage your Accounting Department.

I am interested in the position of (position title) at (company name). I look forward toward our next meeting to discuss this opportunity in more detail.

Sincerely,

Your Signature

Your Typed Name
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