
W-19 Thank You Letter  
A Student Follow-up Project 
MS Word Assessment Tool 
 

Students will follow the steps below to prepare a “thank you” letter for all guest speakers.  

Students, the more professional the letters sound and look, the better the impression you will be creating of 

yourself. Guest speakers should be so impressed with your letter(s) that they will want to return and will share 

the letters with others. 

 

Preparation: 

1.  Review notes and fill in gaps by checking with a classmate 

2.  Write/Type a first draft of the “thank you” letter. Use your notes, and include two or three specific 

 things you learned or heard about during the guest speaker’s presentation. 

3.  Have your first draft peer-edited and checked for proper English conventions. 

4.  Utilize the Grammar & Style Setting in the Proofing Options Menu of MS Word (ask if unclear). 

5.   Revise your first draft, then type your final draft. Save as W-19 Thank You Letter in: 

Excel Classes: To your Term Folder in the MS Excel Class Folder  

Computer Applications Classes: To your Excel Folder even though this is a MS Word Project. 

 

HINT: 

Students of Computer Apps, in Project W-7 there was an Acceptance Letter typed in Block Letter Format also 

known as Business Letter Style. You may use that document as a reference. Follow the W-7 Acceptance Letter 

instruction to set up the format regarding tabs, indents, spacing, etc.  At this point of the semester, you should 

be well prepared and able to compose and type up a formal thank you letter with little to no assistance. Activate 

and apply your prior knowledge of this concept. 

 

Need help in setting up your letter? Google sample letters or try these URLs: 

 

http://www.writeexpress.com/en/thanky13.html 

http://www.winstonsalem.com/wp-content/uploads/2015/01/Classroom-Speaker-Form-Sample-Thank-You.pdf 

Need more information about the college?   

http://www.baystate.edu/ & use the recruiter’s information below: 
 

Heading: 
Your Full Name 
470 Forest Avenue 
Brockton, MA 02301 

Inside Address: 
Bay State College 
Rhonda Frank, Recruitment Manager 
122 Commonwealth Avenue 
Boston, MA 02116 
617-386-6732 

 

Remember the 6 Parts of the Business Letter: 
 The Heading. This contains the return address (usually two or three lines) with the date on the last line.  

 The Inside Address. This is the address you are sending your letter to.  

 The Greeting. Also called the salutation.  

 The Body.  

 The Complimentary Close. 

 The Signature Line  

http://www.writeexpress.com/en/thanky13.html
http://www.winstonsalem.com/wp-content/uploads/2015/01/Classroom-Speaker-Form-Sample-Thank-You.pdf
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