(letterhead)

HOST PROPERTY
ADDRESS
CITY STATE ZIP
May 14, 2008
TRAINEE NAME AND ADDRESS
Dear TRIANEE,
HOST PROPERTY is pleased to extend to you the offer of practical training.  You will begin practical training as TRAINING TYPE trainee on or about START DATE and assuming satisfactory job performance, will end no more TRAINING DURATION later on END DATE.  [INSERT BRIEF DESCRIPTION OF TRAINING HERE]
We expect you to average 40+ hours per week during your practical training and earn WAGE per hour.  [Please insert a brief description of what the trainee will learn during training here.]
We look forward to your coming aboard and sincerely believe your practical training at HOST PROPERTY will be a mutually rewarding experience.

Sincerely,

MANAGER NAME



Manager









 
X_________________________________

TRAINEE NAME, DATE
