
Your house number/name
Your Street

Town

Cumbria

Your post code



Date you send letter

Name and address of the Organisation

you are writing to.  

If you know the name of the person you 

are writing to include this.

Dear Sir/Madam (or the name of the person you are writing to)
I am a year 10 student at Dowdales School.  During the week commencing 15th March 2010 I will be taking part in a week of work experience in order to provide me with an awareness of full time employment.

My reason for writing to you is that I am very interested in spending this week with (insert name of organisation).  My reasons for this choice are that (think carefully about why you want this placement?  Is it an area of interest to you, is it something you feel you would be talented at, or is it just a job you think you are interested in and would like to find out more about?  You could also add how working for this organisation would benefit you.)
I would be grateful if you could let me know if you are able to offer a work experience placement.  I feel sure that time spent with (name of organisation) would be extremely beneficial to me.
I look forward to hearing from you.

Yours (sincerely if you are writing to a named person, faithfully if you are addressing your letter Dear Sir/Madam)

Your name
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