July 2, 2009

Mentee

Title

Address

Dear Mentee,

I have sincerely enjoyed having the opportunity to mentor you these past few months.  It has been a fulfilling experience to aid you in the process of developing yourself professionally and working towards the goals you have set for yourself.  

You have done an excellent job improving your time management skills.  Continue to use your Lotus Notes calendar to keep track of all your appointments and deadlines.  

I encourage you to continue to work towards your goal of becoming a better public speaker.  Attend as many events as possible to observe professional speakers and never turn down the opportunity to speak.  I am confident that you will continue to grow and achieve this and many of your other goals.  

This has been a valuable learning experience for myself and I want to extend my thanks to you for making this a successful mentoring match.

While our formal mentoring relationship has come to an end, I would like to continue to stay in touch with you.  Please schedule a lunch meeting for us to meet once a quarter. 

I wish you the very best and hope that you will one day have the opportunity to mentor other employees.  

Sincerely,

Mentor

