<Insert your home address here>

<Insert today’s date>

<Insert the company address here>

Dear Sir / Madam (or name of person if you know it)

I am a Year 10 pupil at Bournville School and for the week commencing [ 9th July to 13th July ] or [ 9th July to 20th July ]* (delete one of the date ranges) I have the opportunity to undertake a work experience placement and wondered if it would be possible for me to work in your company/organisation.*(use correct term)

I would like to spend a week with your company/organisation*(use correct term) because…………

(Explain why you would want to work for the company and what you hope to gain from working with them, say things like “I would like to gain an insight into…….” “I would like to persue a career in…………….” “I have an interest in………….”)

At school I am currently studying……………

(give the subjects you are studying, which you enjoy and why)

At School I also …………………….

(Give details of any school activities/areas of responsibility etc which you take part such as charity work, sport or music)

Outside of school I ………………………

(Give details of any interests/areas of responsibility outside school such as voluntary work or sport)

Yours faithfully

<Insert your name here>
