Expressing Thanks in College
Everyone needs some encouragement and the faculty and staff working at universities are no different. Just like you
would complain when you have a problem with a class, etc., it is also appropriate to share a quick “thanks” when things
go better than expected. Most Academic Advisors, staff, and instructors love to stay in touch with you upon graduation,
so feel free to send job and graduate school updates so they can congratulate you on your accomplishments!
Take a couple of minutes to consider who is helpful to you or has made an impression on you at the University of
Maryland. Send them an email, handwritten note, drop by their office or send them a LinkedIn endorsement to say
THANK YOU.

Tips for writing a thank you note to a faculty/staff member.
 Be honest and genuine in your thoughts.
 Address the email/letter using the title you would use if you were in person.
 Keep your thank you short and concise. Example: “I found your class on XYZ very helpful because I learned
how to use STATA. I recently secured a job after graduation and they said that skill was a big reason why they
offered the position to me!”
 Mention a particular class, meeting, or experience that you really appreciated and explain why it meant
something to you.
 In closing the email/letter, include the date, year of graduation, name and contact information.

(email format)

Dear Professor Brooks,
Thank you so much for all of the time you spent with
me last semester discussing my senior project. I didn’t
say anything at the time, but I learned so much and
discovered that I really enjoy analyzing data.
I wanted to share with you that the project and guidance
you offered to me contributed to me having a fantastic
year! I am graduating this May and I look forward to
applying to graduate school.
Thank you again for your support. I hope to send you
another update soon.
Many thanks,
Scott Baker
BA, Government & Politics, 20XX
sbaker@umd.edu
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Other examples:

Send a post interview thank you email
or letter to…
 highlight your accomplishments;
 extend a thanks;
 confirm the next step.
It takes less than 30 minutes to craft a
5-7 line thank you email and it can really
make you stand out to employers!

Once you are offered a position and accept the
position verbally, it is a good practice to also
submit a paper/electronic acceptance that
highlights the particulars. This is especially a
good idea if no paper contract/paperwork is
sent by the employer.
The example above confirms that there will be
a reimbursement for travel expenses, the start
date, the starting salary as well as enthusiasm
over starting the position.
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