 

Your Current Address

(Begins 2 or 2 1/2 inches from the top.  

City, State, ZIP Code

Can also use your own letterhead.)
Date of letter

Person’s Name, Title

(Use same address that will be on envelope.)
School Name

Street Address

City, State, ZIP Code

Dear Ms. or Mr. (Last Name):

Opening paragraph.  Tell why you are writing; explain when you will be student teaching; tell a little about your academic area and your preparation to teach at this grade level.

Middle paragraph (or two).  Describe your most important qualifications, which will include any related experience working with children or young adults.  Emphasize skills or abilities you have that relate to your student teaching.

Closing paragraph.  Use this paragraph to discuss your reasons for pursuing teacher education, your personal commitment and what you  hope to gain from your field experience as a student teacher.  Lastly tell the teacher that you are looking forward to working in his/her classroom.

Sincerely,

(Your handwritten signature)                
(Leave approximately 4 blank lines for your signature.)

Your typewritten name

cc:
Ann Marie Loughlin, Director of Field Experiences


Building Principal’s Name, Principal
SUGGESTED INTRODUCTORY LETTER FORMAT





Letter is written to cooperating teachers. A copy of this letter is sent to the building principal and the Office of Field Experiences.








