SAMPLE CONTACT LETTER PROVIDED BY VIRGINIA BEACH PUBLIC SCHOOLS

Dear Student/Parent/Guardian:

The Employment Transition Connection (ETC) Department at the Special Education Annex is conducting a telephone survey of students who graduated in 2003 from Virginia Beach City Public Schools.  The purpose of this survey is to determine the effectiveness of transition planning and implementation and to identify assistance that may be needed by former students.

We have attempted to reach you by phone on three separate occasions. Please call the ETC Office at 437-6533 to arrange a time that is convenient for you to participate in the telephone survey. Your input is very important to us for future program planning.

Thank you for your attention to this matter.

Sincerely,

Representative, Employment Transition Connection

