[Your Name]
[Street Address]
[City, State, Zip Code]
[Phone Number]
[email address]

[Date]

[Recipient’s Name- Superintendent]
[Name of School District]
[Address of School District]
[City, State Zip Code of School District]

To Whom It May Concern,

My name is [insert your name] and I am currently enrolled in [insert EDU 121 Introduction to Education, EDU 122 Introduction to Early Childhood Education, IDC123 Introduction to Special Education, or EDU280- Sophomore Field Experience] at Middlesex County College.  One of the requirements for this course is to complete [insert 25 hours or 45 hours] in an educational setting that is related to my anticipated area of undergraduate study and eventual teacher certification.

[If you are applying to a school district you attended or have a connection to, please note the information here.  Consider complimenting the district regarding your educational background, preparedness for college coursework, educational experience and any other information that would exemplify your abilities and attributes].  Although I am years away from completing my undergraduate education degree, I have aspirations to work in [state grade level] with [state certification area].  

Due to my school and work schedule, I am available [insert information about availability]. Please let me know at your earliest convenience if there is a placement in your district where I can observe in a classroom relevant to my desired grade and content area.

Sincerely,

[Print Name]
[Type Your Name]

* Sign above your typed name*






[bookmark: _GoBack]      
