My name,








Address,








Address,








Co. Wexford.








051 123456








12 March, 2000

My Employer,

Address,

Address,

Co. Wexford.

Dear Mr. X,

I refer to our recent telephone conversation regarding my doing my LCVP work experience with you at _________________ .  As  I already mentioned the Leaving Certificate Vocational Programme is an enhanced leaving certificate whose aim is to prepare the student for their adult and working life and the work experience week from the 12th – 16th March inclusive is a very valuable method in helping to achieve this aim.

All students are covered by the schools insurance policy during this period.

I am interested in working with you in the area of _________________ because I feel that this is an area in which I may wish to pursue a career in the future. I know that one week’s experience will not show me all there is to know in this area but it certainly will give me a very valuable insight into this area/field and hopefully help me in making my career choice. Therefore, I would be grateful if you would consider my application and I enclose my curriculum vitae for your attention. 

The LCVP course co-ordinator, Ms Louise Walsh, will be glad to assist you with any additional queries you may have in this regard. She can be contacted at our school on 051 389211. 

Yours sincerely,

_______________

My name

