Dear ________

ADDENDA # 3

I want to again express my gratitude for writing a letter of support for our biotechnology program at College of the Canyons.  These letters will be very useful in helping our program achieve State certification through the California Community College Chancellor’s Office.   Included with this letter are three resources to aid you in drafting a letter. 

First are copies of the syllabi for the biotechnology core courses and a program pamphlet.   The three semester program takes students through a range of biotechnology related theory and practice.  In addition to central biotechnology concepts, communication (both written and oral) are stressed.  The year-long biotechnology coursework, along with introductory cell/molecular biology, chemistry and statistics courses result in a strong applied and theoretical framework for beginning students. 

Second is a copy of the mission statement for our biotechnology program.  An essential component of our mission statement is what I call “trickle down” curricula.  This allows us to introduce new curricula in the Advanced Topics course and identify/modify new curricula for use in the Introduction to Biotechnology course.   Furthermore, the modularized template used in the Advanced Topics course allows for easy implementation of an industry specified activity.  If a industry need arises for a specific skill set (and accompanying theory) a free-standing module could be developed.  This will allow four full weeks of lab and lecture on a specified topic.  I encourage you to consider utilizing this resource, and I look forward to our possible future collaborations. 

Third is a draft letter.  This letter states the scope of our possible future collaborations and will be forwarded to the State Chancellor’s Office in support of our program.   This draft touches on the salient points and is not meant to be a contract.   Please feel free to add to the letter and contact me if you should have any questions. 

I also would like to use this opportunity to invite you our advisory council.  The Santa Clarita Valley Biotechnology Alliance meets annually to discuss the direction our program is taking and make recommendation on new possible collaborations.  Our next meeting is scheduled for the spring of 2003.  I also would appreciate you contacting me about scheduling an appointment this summer so we to know each other better. 

Lastly, I encourage you to forward me information about your company, as well as contact information for colleagues who can speak to the issue of internships and new hires. 

Sincerely  

Assistant Professor Jim Wolf, Biology/Biotechnology, ext. 3092. 

Encl: 4

ADDENDA # 4
Example letter of Support.  Please put on company letterhead and mail me 2 hard copies at: 






Professor Wolf

Biology/Biotechnology

26455 Rockwell Canyon Road

Santa Clarita, Ca 91355 

Dear Professor Wolf

As a representative of (your company) I am pleased to learn about College of the Canyons biotechnology program.  I have reviewed the program description, syllabi and mission statement of the program and find that it prepares students for entry level positions with our company.  The modularized format of the capstone biotechnology course (BioSci 231) represents a genuine opportunity for our company to contribute to the program’s curricula and future collaborations may materialize (or are planned.)    

Our company anticipates substantial growth over the next few years and both internships and entry-level positions may become (or are currently are) available.  I plan to have our company represented at the Santa Clarita Valley Biotechnology Alliance meetings and to keep you apprised of future possible collaborations. 

The biotechnology program template that you have developed emphasizes both a solid foundation in the theoretical and applied aspects of biotechnology as well as strong communication skills.  The trickle down theory of curriculum development helps to ensure COC’s biotechnology  curricula will stay up to date and is capable of accommodating industry requirements.  These approaches are consistent with the need for constantly updated curricula and professional development that is so important in the fast changing world of biotechnology. 

I am looking forward to working with College of the Canyons’ Biotechnology Program.  

Sincerely

Your name, title

