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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:

Dear   ,

WE WOULD LIKE to WORK with YOU to ENCOURAGE and FACILITATE CPD
We encourage our workers to extend their professional expertise and qualifications.

This is always useful for newly-qualified professionals, for incoming foreign recruits who may not be so familiar with British standards and practices, for returning professionals, and for those who are saddled with new and unfamiliar areas of responsibility (especially those in which they’ve never been trained). But, as we all know, every worker can benefit from improvement.

The agency is therefore looking at running its own day-courses in collaboration with partners, and we are certainly willing to inform our workers of courses which your agency or organisation may facilitate. 

If you feel that you are able to offer places on forthcoming events, free or otherwise, please return a copy of this letter to us for each event. We’ll publicise the events for you and, obviously, there may be a benefit for you in ensuring that such events are fully-subscribed. We’ll also advise you of any courses we run, and give your teachers an opportunity to attend. If possible we’ll make that free of charge!

	NAME of COURSE:
	

	DESIGNED to BE USEFUL to:
	

	DATE and TIMES:
	

	LOCATION:

	

	COST:

	


Assuming that you’d be willing to collaborate with us in this way, we take the opportunity now to thank you for your team-spirited approach to our workforce’s professional development!

Yours sincerely,

for the agency
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