To be sent as email -
Dear [Applicant Title, Applicant Surname]

Thank you for your recent application for work experience at NHSBT. I am able to offer you training from [start date] until [end date].
I understand that your learning objectives are:

[Learning objectives].
Please report to NHSBT [name of centre] at [time] on [date]. On arrival, ask for [name] at reception. I have attached a local area map for your information.
NOTE: Centre maps are available on the intranet here: https://nhsbloodandtransplant.sharepoint.com/sites/Link/Lists/Centre%20Information/AllItems.aspx?viewid=aac3648d-3647-4699-968c-c287c26ea15e You will need to download and attached the relevant document to this email.
Please can you reply to [name] to confirm you will accept this offer. Their contact email address is: [email address].
You will be provided with a training programme before joining us. 

I look forward to hearing from you.
Kind regards
[Your email signature]
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