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Date

Name

Title

Company

Street Address

City, State and Zip

Dear [NAME]:

Thank you very much for taking the time last week to meet with our students from [PROGRAM] at [SCHOOL]. The visit was a wonderful learning experience for our students due to your efforts. It was also great to learn more about the work of [COMPANY].

We appreciate your comments and questions regarding SkillsUSA and the need for workers in our industry. It is obvious that you are concerned about the workforce development issues we discussed during the meeting. SkillsUSA and technical education are working together to recruit and train young people to be the skilled workforce of tomorrow. 
We certainly hope to foster a closer relationship between [SCHOOL] and [COMPANY] that can result in benefits for both sides. I hope you will consider involvement in our program, and perhaps you can attend our upcoming [EVENT--LOCAL, DISTRICT OR STATE COMPETITION]. We will send you an invitation and schedule closer to that time.

You made our group feel at home and we will not forget your hospitality. Please contact me if I can ever be of assistance to you in any way. My direct line is [PHONE NUMBER] and my e-mail is [E-MAIL ADDRESS].

Sincerely,

Name of instructor 

Title

