Formal letter writing: Work experience
When writing a formal letter think T.A.P.

Topic:           What are you writing about?
Audience:   Who is going to read it? 

                            What do they know already? 

                            What do you need to tell them? 

                            What sort of langauge is appropriate?

Purpose:      What are you hoping to achieve?

You must keep your letter clear and to the point. 

Do not add unnecessary detail.

111 Dipper Drive


Poringland


Norfolk


NR3 4ST





12 September 2008


Human Resources


Design Co


10 Tombland


Norwich


NR1 1BE





Dear Sir / Madam or Mr Snow (if you know the receiver’s name)





Re: Work Experience: 16-27 June 2009





I am currently in year 10 at XXXX XXXXX School and would very much appreciate the opportunity to gain some work experience at Design Co next year in June.





I am studying nine GCSE’s including Double Science, Graphics, Maths, English and IT and am hoping to secure good grades in all of them. For my current graphics project I am designing packaging, an instruction leaflet and an advertisement for a mobile phone customising kit.





For the past 18 months I have delivered ‘The Advertiser’ to about 80 homes in the Poringland area every Saturday. I have proven myself to be punctual and reliable.





I am happy to supply any further information and am available for interview weekdays after 3.30 pm. I look forward to hearing from you. Thank you for your time in considering my application.





Yours faithfully (if you have used Sir / Madam)


Yours sincerely (if you have used receiver’s name)


Your signature


Your name printed








