THIS IS A SAMPLE PERSONAL LETTER OF INTRODUCTION – PLEASE USE THIS AS A GUIDE

Home address

Date

Dear??,  (Address to either the co-ordinator or the educator)

Re:	PP/??  (Insert dates) (BSc)
Re:	 PP/?? (Insert dates) (MSc)

I am a         year occupational therapy student and I am going to be undertaking the above Practice Placement with you in (insert month).

I am very much looking forward to this placement, and have attached an information form for you, which gives you some details about me in preparation for the placement.  

Include here any questions you may wish to ask. Some suggestions are listed below (if you use this template please ensure you remove this before you send it).

To help me prepare, I would be grateful if you could send me any information you have about the department, and specifically any background reading that would I find helpful to do before I arrive.  I am not very familiar with the area, so would appreciate a map of where to come, and what time I should arrive, as well as some guidance on the dress code within your service.

Thank you for the offer of the placement and I am looking forward to meeting you.
	
Yours sincerely

(Sign name) (use a font like Lucinda Calligraphy/handwriting)

(Type name)








