
Dear Sirs

We are pleased to inform you that we shall receive NAME OF THE INTERN, from the University of
Valencia, Spain, for a work placement in our organisation within the framework of the ERASMUS
programme, which forms part of the Lifelong Learning Programme.

We intend to give her/him tasks and responsibilities in accordance with her/his qualifications and
theoretical knowledge acquired during her/his university education.

Timeframe:

Duration of traineeship: Starting date: Finishing date:

Company:
Full company name:
Full address:
Address where the training will take place (if different):
Contact phone (if different from tutor’s):

Name and function of party who will sign the contract:

Company Division in which traineeship will take place:
Name and job title of company tutor/supervisor:
Contact telephone:
E-Mail:

Contents/tasks:

Detailed Description of the Training Programme (content) (at least 5 lines):

Detailed Description of the Tasks of the trainee (at least 5 lines):

Language(s) used during the training: 1. 2. 3.

Complementary financial support:

Approximate schedule and working hours:

Type of organisation:
□ SME □ Multinational □ Large enterprise

Status legal : □  Public/nationalized enterprise □  Private enterprise

Commercial aim : □ profit-making organization             □ non-profit-making organization

Number of employees:                                       Number of trainees:



Main activity:

□ Production □ Construction □ Commercial/Services/Distribution

□  Agri-food □  Banking/Insurance □  Research □ Other sector: ____________

Geographical scale: □ Local   □ Regional  □ National  □ European  □ International

SKILLS AND COMPETENCES TO BE ACQUIRED BY THE PARTICIPANT DURING THE
STAY IN YOUR COMPANY

We would be pleased if you could mark the skills and competences which you think the participant will acquire
during his/her stay in your company. Thank you for your collaboration with the Programme.

ORGANISATIONAL SKILLS
(Ability to organize his/her work in an efficient way for either him/herself or for others, in order to achieve a
certain objective.)

TEAMWORK
(Readiness to participate in a team as a totally integrated member.)

VERBAL COMMUNICATIVE SKILLS
(Ability to express ideas or facts in a clear and persuavive way.)

WRITTEN COMMUNICATIVE SKILLS
(Ability to express ideas clearly in written form and with grammatical correctness.)

AUTONOMY
(Ability to assume responsibility by being completely in charge of a task.)

ABILITY TO ANALISE AND SOLVE PROBLEMS
(Being able to identify a problem, seek data relating to this and recognise relevant information, and find the
possible causes of the problem.)

ABILITY TO MAKE DECISIONS
(Sharpness to take decisions, afirm opinions, take part in something or engage in a matter or task personally.)

NEGOTIATION SKILLS
(Adquisition of strategies and skills which together will produce a satisfactory result. The ability to argue one’s
point of view and convince others.)

COMPUTER SKILLS
(Adquisition of computer skills using programmes specific to the work place.)

NUMERIC SKILLS
(Ability to analise, organise and present numeric data, for example financial data or statistics.)

UNDERSTANDING OF BUSINESS
(Ability to comprehend the vital points of business which affect profitability and growth of a company and to
act in an appropriate way to increase the chances of success.)

OTHER professional/social competences which the participant will acquire:

(Company stamp and Representative’s signature)


