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June 23, 2004

Dear Prospective Employer:

I am taking this opportunity to acquaint various employers within the city about the Business Education Career Preparation program at Killeen High School.  The Business Education Co-op is intended to enable our school to provide a more complete service to our local business and office establishments by supplying them with better- trained personnel from among our graduates.  

This type of program does much to provide the youth of our area with a well-rounded education program that will fulfill the need for practical, down-to-earth training.  It will enable that large portion of our students who desire to become occupationally competent to enter full-time employment upon graduation or to continue their education.  Our students have been trained in all of the Microsoft Office Applications, they have excellent employability skills, and by being in my program, each student has the individualized training opportunity to enhance his/her knowledge and skills in the office/business environment that is needed by your agency. The curriculum of this program includes topics such as:  Proper Employability Skills Reinforcement, Advanced Knowledge in Microsoft Office Applications, Entrepreneurship, Business Ethics, Written and Verbal Communication Skills, Records Management, Banking Functions, Office Equipment and Safety, and the Employment Process – Interviewing, Resume/Cover Letter, Follow up and Portfolio.

As the name of this course suggests, it is carried on through a cooperative arrangement between the businesses and industries of our city and the local schools.  Practical work experiences are gained by the student through part-time employment in some place of business, such as yours, throughout the week.  Students must be of junior or senior standing and must be at least sixteen years of age.

Students also have the opportunity to develop leadership, social, civic, and career skills in business through their participation in the student organization, Business Professionals of America, also known as BPA.  Activities include: service projects, leadership conferences, competitive events at area, state and national levels, and fundraisers to support these activities.

Businesses in the community have employed our career preparation students for over 20 years, with much success.  Students have been previously employed in places such as: City of Killeen offices, First National Bank Texas, First Texas Bank, Fort Hood National Bank, First National Bank, Sallie Mae, Killeen Independent School District offices, Dennis Eakin Mazda, Billy Young Mitsubishi, Patriot Furniture, and BKCW Insurance.  

I would be happy to visit you in the near future to explain the operation of this program in more detail.  If you decide that your place of business will be in a position to train one or more students, we would be very happy to have your future cooperation.  I will be frequently in and out of my office throughout the summer, but I may be reached at the phone number above or by email at traci.donovan@killeenisd.org.

Thank you for your time and consideration.

Very truly yours,

Traci Donovan

Business Education Career Preparation Coordinator

Killeen High School


Business Education Career Preparation


500 North 38th Street


Killeen, TX  76543


(254) 501-0491











