Career Advisory Committee Letter of Invitation

Date

Name, title

Address

City/State/Zip

Dear (Mr., Ms., Mrs. Name):

(Insert District Name) School District is committed to providing its students many opportunities and experiences through which to become aware of, explore, and plan for a career.  To improve our programs, curriculum, and delivery strategies, we are creating a Career Advisory.  To be effective and relevant, we believe it is critical that representatives from business and industry, community leaders, parents, students, and school staff all have opportunity to provide input and service on this committee.    

We invite you to serve on our Career Advisory Committee.  You have been recommended as a person with respected knowledge and experience, and as one who will make a valuable contribution to this committee.  By serving on this committee, you have opportunity to guide the (District name) career development program, prepare students for their future, and promote and advocate the importance of career awareness, exploration and planning.
The Career Advisory Committee meets twice each school year.  The first meeting is scheduled for (insert date) in (room # and building), from (insert time frame).  Enter the building (insert appropriate place and additional, necessary information).  There you will be given a visitor’s pass and directed to the meeting room.

Please consider our invitation and let us know of your decision no later than (insert date).  A response form and self-addressed, stamped envelope is included for your convenience.  We look forward to hearing from you and appreciate your consideration.  If you have questions or concerns, please contact (name, email, and phone number of contact person). 

Sincerely yours,

Name


Title

