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Task 

You recently attended a work experience course, where you were given the opportunity to observe 

the functioning of a busy office and perform a limited number of office duties. Write a letter to the 

manager of the company thanking him or her for their cooperation and pointing out some of the 

beneficial aspects of the experience. 

Write your answer in 280-320 words in an appropriate style. 

 

Model 

To: Mrs Peake, 
The Manager, 
Peake Enterprises Ltd 

Formal Letters 

Written to present 

information, to make an 

application, to complain, 

to recommend, to 

apologise, etc. 

The language is very 

important, if the wrong 

tone is used, the letter will 

not be effective. 

Beginning and Endings 

Dear Sir/Madam      Yours faithfully 

Dear Mr/Mrs/Ms Smith        Yours 

sincerely 

Begin with the reason 

for writing. 

Include who you are, a 

reference to a previous 

communication, details 

of place, time, and 

people spoken to. 

Letters can end with: 

A summary of the main body; 

A reiteration of the reason of the 

reason for writing; 

A reassurance; 

An expression of gratitude; 

A reference to future action. 

 

 



Dear Mrs Peake, 
I am writing to thank you for the wonderful experience you gave me by allowing me to participate in 
your Youth Work Experience Week in June. It has helped me a great deal in seeing some of the 
differences that exist between school and work. I am sure that just that week with you and your staff 
has been invaluable, not only to myself, but also to all such young people who pass through your 
capable hands. 
 
One of the best things, I must admit, about the work experience was that, in spite of the fact that it 
was only a week, I was made to feel part of a team and I felt rather sad when it came to an end. 
Everyone was very accepting of me, even when I made mistakes. But as you pointed out, that is the 
way one learns. It certainly made a change from all those boring computer lessons. 
 
I am so pleased that I had the chance to get ‘hands-on’ experience with computers in a real working 
office and coming into contact with the public for the first time as a member of staff was rather awe 
inspiring. Dealing with people from outside my immediate group of friends has always been 
difficult for me, but the exposure I had in your firm has helped me overcome even this. This is an 
added bonus that is helping me in all my social contacts inside and outside school. 
 
My experience is bound to stand me in good stead for my project work next academic year – I will 
certainly have a great deal of personal experience to draw on. One of the most important aspect will 
be of course that I will be able to describe the world as I see it looking through the eyes of a team 
rather than those of a rather shy individual. 
 
Last but not least, it was an added bonus actually being paid for my week’s work. I feel that my value 
a person has improved and that my contribution has been recognised. It makes such a difference to 
how you feel about yourself. I am positive that some work experience is better than none at all, and 
I’m sure that my prospects for the future have been improved by my time with you. You have been 
the spark that starts the fire, so to speak. 
 

Yours sincerely, 


