You will need to ensure you REMOVE any paragraphs, wording or highlighted sections that aren’t relevant.  If you need help on how to use the template letter, please refer to the How to complete a Template Letter document on People First.

Addressee (Full Name)

Address 1

Address 2

Address 3

Address 4

Address 5

Ref: [Sender’s Initials]/ [Applicant’s Initials]

[Date]

Dear [Applicant Title, Applicant Surname], 

Work Experience / Work Placement Reference (*Delete as appropriate)
[Name of Learner] completed work experience/a work placement (*Delete as appropriate) at NHSBT from [start date] until [end date]. They learned about many aspects of transfusion and about working in the health sector in England. 
During their visit, [name of Learner] particularly experienced [completed examples from the work experience programme or placement learning objectives].

Yours sincerely
[Name]

[Job Title]
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