Use the sample email template below to contact potential Field Placement Hosts in your local area. You may edit the template as needed.

Dear [Name/Organization],
My name is _________________ am a student in the Office Administration – Health Services program and am seeking a host organization for my upcoming field placement. 
Throughout my studies, I have gained experience with Microsoft Office applications and have been trained in office procedures, filing systems, email and calendar management, business writing, basic accounting, medical billing, electronic medical records (Accuro), and effective teamwork. This placement is an essential component of developing the competencies required for a career in health services support.
The placement requirement consists of a minimum of 10 unpaid full business days, typically completed one day per week.
Availability: 
Thursdays during the Summer 2026 term (May–August), with additional availability {state your schedule here}
If you are open to hosting a student, I would be pleased to connect you with our Field Placement Coordinators, who can provide the required documentation and next steps.
Thank you very much for considering this opportunity. I would be grateful for the chance to support your team and gain valuable experience.
Sincerely,
[Your Name]
