SAMPLE ARTICULATION LETTER: SUPERINTENDENT





[DATE]







[SUPERINTENDENT'S NAME]

[SCHOOL DISTRICT NAME]

[NUMBER AND STREET ADDRESS]

[CITY, STATE AND ZIP]





RE:  ARTICULATION WITH BAKER COLLEGE



On behalf of Baker College, we would like to extend our thanks to the administration and faculty of [HIGH SCHOOL NAME] for their participation in the Baker College Articulation Program.  We are certain you agree that the articulation process is an important step forward for education, as it coordinates the learning experiences of students at the secondary and post-secondary levels and eliminates duplication of skills taught at both levels.  Not only does this allow participating students to complete their college degrees sooner, it also saves them the cost of tuition and other expenses that would normally be required. 



For the [QUARTER, YEAR], we have processed an articulation agreement for one of your [HIGH SCHOOL GRADUATION YEAR] graduates:  [GRADUATE NAME].  [HE/SHE] qualifies for credit in one class.  This credit will appear officially on [HIS/HER] record as soon as she successfully completes the terms of the articulation agreement. 



We would particularly like to extend our gratitude to [GRADUATE'S INSTRUCTOR'S NAME], Instructor; [COUNSELOR'S NAME], Counselor; and [PRINCIPAL'S NAME], Principal at [HIGH SCHOOL NAME] for their participation and active support of this program. 



We look forward to continuing articulation with your students in the future. 



Sincerely, 



BAKER COLLEGE





[CAMPUS PRESIDENT NAME]

President




Copies to: 
[TO ALL HIGH SCHOOL PERSONNEL LISTED IN PARAGRAPH #3.]
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This document can be located on the Administrative Website on the Articulation page under "Letter: Superintendent."

