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Job Shadowing
Sample Confirmation Letter
Date
Name

Address

City, ST ZIP

Dear ___________:

Thank you for providing Crooms AOIT students job shadowing opportunities.  It is companies like yours that help educate students like myself and connect real life experiences to our curriculum.  This opportunity is truly what makes our classrooms come alive.  We can see first hand how our classroom instructions are relevant to the world of work.  I look forward to learning more about your field.

This is to confirm that I will be at ________________, on _________, from 






     Company Name
    date

_______________.  The location of your business is _____________________,

    time







address

the telephone number is ______________ and I will be contacting ____________.  I can be reached at _______________in the event that you need to reschedule our appointment.

Attached is an evaluation form that Crooms AOIT would like you to complete after the job shadowing experience.

Once again, I would like to thank you in advance for extending this opportunity to me.
Sincerely,

Name of Student

Name of School

cc:  Mrs. Alper[image: image2.png]



