Sample letter sent with application to interested teachers 


Date

Contact Info

School

Address

City, State, Zip

Dear ____________:

Thank you for your interest in Project TestDrive, a national research study on the classroom effectiveness of the online K-12 science, technology, engineering and math resources from the National Science Digital Library (NSDL.org). During the 200X-0X school year _____________ staff, in cooperation with colleagues from ________ University and the National Science Digital Library main office, will work with you to identify and evaluate 7-10 resources from the National Science Digital Library.  ________________ staff will help you develop a “TestDrive” implementation plan and calendar outlining the resources you will utilize during the school year. The TestDrive process will conclude at the end of the school year in Spring 200X. Anticipated activities include: 

· Participating in Just-in-Time training about the National Science Digital Library online resources.

· Selecting 7-10 online science, technology, math or engineering resources from the National Science Digital Library to “TestDrive” during the school year. 

· Securing Parent/Guardian Permission for your students to participate in the national research study via attached Informed Consent Forms. 

· Implementing the resources in your classroom. 

· Providing feedback via online surveys about the classroom effectiveness of the online resources.  

· Facilitating student feedback about the resources via online surveys.  

· Collaborating with other K-12 educators through threaded discussions, webinars or conference calls.  

· Participating in an initial planning and subsequent follow-up meetings with _____________ staff. 

Participation in this project requires Internet access so that you and your students can use the online NSDL resources and participate in online surveys, discussions and webinars.  

Information collected during this process will remain confidential. The methods and tools used to collect information have been approved by the Institutional Review Board of Utah State University; a summary report will be compiled outlining the key findings and released in Summer 200X at the National Science Digital Library Annual Meeting.

Attached for your review are the following documents: 1) Project TestDrive Application Form, 2) Letter of Information-Digital Libraries go to School (_______ University) and 3) Parent/Guardian Permission Letter and Form (________ University).  Participation in the project is contingent upon securing the appropriate approvals for your students to participate.  Please review the materials and return your completed application form at your earliest convenience via fax to xxx-xxx-xxxx.  We look forward to working with you through this process.  If you have any additional questions, please feel free contact ____________ at XXX@XXXXX.org or _____________ at XX@XXXXX.org.

Sincerely, 

Name 
Title
Organization

Insert Logo here.








Add organization’s address and contact info

