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....................., ........................
Dear Sir, Madam, 

We greatly appreciate you're taking on one of our students, ............................................................................................ for a ... week work experience (from .................. to .................), in your company.

As our students have to achieve different standards as part of their final examination, a special attention has to be paid for the filling in of the assessment form.
Both .................................. (teacher in ........................) and yourself will be asked to mark the students at the end of their training period.

To enable you to get acquainted with the exam requirements, we have enclosed the assessment form.
Please do not hesitate to contact us if you need any further information.
Looking forward to hearing from you,

Yours faithfully,

…………………………………






………………………………….
Enc : Personal information document, assessment form, training agreement








