Project Title: Professional Thank You Letter
Project Category: Independent Professional Growth

Objective: Write a thoughtful thank you letter to a supervisor, mentor, or coworker who
has positively impacted your work experience. This project reinforces gratitude,
professional communication, and relationship building.

Step-by-Step Instructions:

Step 1: Choose Your Recipient - Think of someone who supported your growth or
made your internship experience better. - This could be a supervisor, team lead, HR
rep, or even a peer mentor.

Step 2: Outline Key Points - What did this person do that helped or inspired you? -
How did their support impact your professional development? - What will you take with
you from the experience?

Step 3: Write Your Letter Use this structure:

1. Greeting:
o Dear [Name],
Opening Paragraph:
o State the purpose of your letter (to thank them for their support).
. Body Paragraph(s):
o Be specific about what they did that stood out.
o Share how their actions helped you grow, feel more confident, or succeed.
o Mention a particular moment or project if relevant.
Closing Paragraph:
o Express your appreciation again.
o Wish them continued success or say you hope to stay in touch.
Sign-Off:
o Sincerely, [Your Name]
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Step 4: Format Professionally - Type your letter using Google Docs or Microsoft
Word. - Use 12pt font (Times New Roman or Arial), single spacing, and left alignment. -
Proofread for grammar, spelling, and tone.

Step 5: Deliver the Letter - Ask your teacher or supervisor how they’d prefer you to
send it. - Options: Printed letter, email, or handwritten note (typed first, then copied).




Deliverables: - Final Thank You Letter (typed and proofread) - Optional: Reflection
paragraph on what you learned from the recipient

Estimated Timeline: 1-2 days

Skills Practiced: - Gratitude and professionalism - Writing and editing - Relationship
building - Reflective thinking



