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(Two Sample Letters are Included in this Document)

Sample Invitation #1 for Recruiting Outside Career Representatives
(Longer, more formal) 

Hi ______,

I am writing to ask you to represent the (name of) industry at the AIM High Career Fair on February 15h, 2011.  

AIM High is a business-to-student mentoring program in which I participate.  At the Career Fair, held at Thorne Auditorium and Hall in Northwestern’s  Law School from 5:00pm-7:30pm, nearly two hundred 9th, 10th and 11th graders from Chicago Public Schools and their mentors (from 20 Chicagoland business) will be taking important steps toward career planning and understanding the educational commitment required to reach their goals.  The fair will provide students the opportunity to explore paths to various professions.  We are currently seeking representatives from the (name of) industry to take advantage of this opportunity and we think your expertise would be valuable to the students.  There is no cost to participate.

Center for Companies That Care’s AIM High program matches low-income high school students with volunteers from the business community to engage in a long-term mentoring relationship that facilitates the students’ journeys TO and THROUGH college.  The goal of the program is to dramatically increase college graduation rates among low-income urban youth.  You can meet some of the students in this four-minute video by following the link to http://www.companies-that-care.org/AimHighInterviews. 
Your participation in this event will not only expose you as a representative of your industry to these students and their mentors, but aid in changing the trajectory of the lives of Chicago’s youth and shaping the future workforce.  We hope you will consider donating a couple of hours of your time to develop the next generation of employees.

Register to be a Career Representative by January 31st by visiting www.companies-that-care.org/careerfair.  You can contact me or (name) at (email) with any questions. You can also contact the Tabitha Bentley, the AIM High Program Associate at Companies That Care at tabithabentley@companies-that-care.org if you would like more information about the event and/or the AIM High program.   

Thanks for your interest and I look forward to hearing back from you.
Warm Regards,

Your name
Sample Invitation #2 for Recruiting Outside Career Representatives 

(Shorter, less formal)
Some subject line ideas…

Subj: Represent your industry to high school students

Subj: Give 2 Hours, Make a Big Difference

Subj: Talk about your job with high schoolers?

Hi _______,

I’m a mentor in this great program called AIM High.  We work with low-income high school students to help them get through high school, prepare for college and enter the workforce.  Each year, we put on a Career Fair for them.  I was hoping you (or your colleagues) might be interested in representing your industry at the fair this year.  Registration is free and easy.  No setup required. Food will be served.  Simply fill out the online form at www.companies-that-care.org/careerfair.  More details are below.  This is also a fun networking opportunity as we bring together companies from all over Chicagoland to participate.  I hope you will consider joining us!  Let me know if you are interested and please register by January 31st.
Event Details
WHAT: AIM High Career Fair. A chance for low-income public high school students in Companies That Care's AIM High program to explore various career paths. 

WHEN: Tuesday, February 15th, 2011 from 5:00PM-7:30PM

WHERE: Thorne Hall and Auditorium in Northwestern’s Law School Building; 375 E. Chicago Ave, Chicago, IL 60611 

COST: There is no cost to participate. Food will be provided.  No setup required.

WHAT TO BRING: Copies of Job Descriptions, Company Brochures (No banners please)

YOUR ROLE: To speak to high school students that come to your booth about what you do, why you are interested in your field and how a college education can prepare someone for this type of career. Booths will be organized by career category, not by company.  (i.e. there will be healthcare tables, advertising/sales tables, finance tables, arts/entertainment tables, etc.)
REGISTER:  www.companies-that-care.org/careerfair.  Please register by January 31st!
www.companies-that-care.org


