SAMPLE
[bookmark: InvitationToOccupationalCommittee]INVITATION TO A CTE
ADVISORY COMMITTEE CANDIDATE*

	(Date)

(Name)
(Address)

Dear (Name of invitee):

You have been recommended to serve on the ______________ Advisory Committee for (school division). The purpose of this committee is to provide a stronger link between the schools and the business/industry community that employs our graduates.

In accepting this invitation, you would be expected to meet approximately _____ times annually with other business/industry representatives, teachers, and school administrators. The first meeting is scheduled for (month/day). The time and place of this meeting will be sent to you at a later date.

This advisory committee will play an important role in aligning our school curricula with the employment needs of local businesses and industries. We would consider it an honor if you would accept this invitation. Please contact (name, title) at (e-mail address, phone number) by (date) to indicate your willingness to serve.

	Sincerely yours,

	(Signature)

	(Typed name)
	Superintendent (or other designated school official)








*Adapted from Portsmouth Public Schools
