May 19, 2009
Mr/Ms John Doe

Service Manager

We Fix it Auto Company

1234 Autobaun Way

Richmond, BC      V4B 3C8

Dear Mr.  Doe
(Write 2 or 3 paragraphs and double space between paragraphs. In the paragraphs, give thanks to the people and the company, feel free to use names and specific examples of what you did and why it was cool and had meaning to you.  Remember they do not have to take on students.  Also explain what you learned and enjoyed.  Explain how this experience will help you in your future goals.  You can also close with letting them know you are keen on being considered for any paid positions that may come up in the future.  If you have more days to do remind them of what they are.  Try to personalize the letter as much as possible (ie speak from your heart).)

Yours truly

(your signature)

Your name
Work Experience Program, 

Delview Secondary
Your address
(one copy is given/sent/emailed/mailed to your employer and another copy to Mr. Birt)

