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Work-Based Learning Career Preparation

{Address 1}

   {Address 2} 
                                                 {Phone Number}

TO:  

Career Preparation Training Station
FROM:  
{Your Name, Title}

DATE:

{Current Date}

SUBJECT:
INITIAL PAPERWORK

In this packet you will find:

· 1 Copy of the Career Preparation Agreement

· 2 Copies of the Student’s Training Plan

· 1 Sample Evaluation to be completed each grading period
Please sign and return the Career Preparation Agreement and 1 copy of the Training Plan. The other copies are for your records.  Please send the paperwork with the student to return to me or if you prefer that I collect it, please contact me and I will be happy to return.  This will be the same procedure to follow for collecting evaluations.  If you ever have any questions or concerns, please do not hesitate to call.  I may be reached at {Your Phone} or {Your e-mail.}
Thank you for agreeing to be a training sponsor!  The students will learn so much from their time spent with you and your company.  

