
How to:  Write a business letter

Rule: Yours Sincerely - when you know the name of the person
Yours Faithfully – when you use Dear Sir / Madam

John Doe
Eltham Hill School
Eltham Hill
London 
SE9 5EE
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How to:  Write a request letter for WEX

Rule: Yours Sincerely - when you know the name of the person
Yours Faithfully – when you use Dear Sir / Madam

Ellie Brignell
Eltham Hill School
Eltham Hill
London 
SE9 5EE

Ms Jodie Tsung
Pure Water Ltd
18 Carrington Road
London
SE27 1HF

21st November 2018

Dear Ms Tsung, Jodie, Sir or Madam, 

I am a Year 10 student at Eltham Hill School and I am looking for a Work 
Experience Placement in the summer as my school enables us to undertake work 
experience from [add dates]

I am writing to see you if you might consider hosting me at your company to 
allow me to gain an insight into the XXXX industry. I am really interested in a 
career in XXX X and I hope that work experience in your company will give me an 
idea of how to work towards this goal and the qualifications I need to take in the 
future.

I would like to add that I am a conscientious and hardworking student, I have 100 
% attendance at school and I am always on time. In my spare time, I ………..  (for 
example, create YouTube videos and have gained forty subscribers in the last 
three months   OR In my spare time I help my Dad in his shop  so  I have plenty 
of customer service experience and I am used to handling payments  OR I am 
reliable and trustworthy and work for a number of families in my area providing 
regular babysitting  service  OR I compete regularly in sports fixtures  for my local 
team……)

If you would like to phone me or interview me before you agree to a placement, I 
would be very happy to speak to you.  My contact number is  [add phone 
number] and my email address is xxxxxx@email.com. If you need any other 
information, please let me know. 

I have enclosed a copy of my CV highlighting my skills and interests.
I look forward to hearing from you.

Yours sincerely /faithfully,

Ellie Brignell
Enc.

If you are enclosing your CV, add Enc.   And remember to add it!

Your contact details

The name and address of the employer

You can start with first name, Mr, Ms or Mrs or 
Dear Sir / Madam if you do not have their name

Tell the employer what you want to do, why you want to 
do it, the dates you have WEX and be confident about 
“selling yourself” to the employer….

Date

Contact details so the employer can phone or email you.
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