SAMPLE
[bookmark: IntroductoryLetterToAccompanySurvey]INTRODUCTORY LETTER TO ACCOMPANY
TRAINING SPONSOR INTEREST SURVEY

(Date)


(Name of contact)
(Name of potential training sponsor)
(Address of potential training station)
Dear (Name of contact):
(Name of school) High School is studying the feasibility of establishing career and technical education (CTE) programs that use work-based learning methods of instruction. Work-based learning has been proven to have numerous benefits to those involved—employers, students, schools, and the community. Students participating in work-based learning attend classes during the school day and participate in workplace experiences part-time in local businesses that agree to provide work opportunities for the students. A coordinator correlates the in-school instruction with the students’ workplace learning experiences.
Work-based learning requires the support of the community. We are conducting this survey to ascertain approximately how many training sponsors might support work-based learning by providing part-time employment or other workplace training opportunities for students enrolled in CTE programs. This survey will also provide information about employment needs and expectations, which will be used to improve classroom instruction so that we may better meet the needs of local employers.
A school representative will contact you for an appointment to collect the completed survey form and answer any questions. The interview will be brief. Thank you in advance for completing this survey. We very much appreciate your assistance in helping to determine the need for work-based learning opportunities for students who will comprise the future work force.

	Sincerely,



						(Principal or Superintendent)
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