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Goodwill Visit Checklist

· Identify a company to visit

· Learn more about the company from its Web site or brochures

· Identify a human resources director or education/training director as your contact

  Send a letter to one of these individuals, requesting an appointment

  Telephone to request a specific date and time (have a calendar when you call)

Follow up with a confirmation letter that includes the date, time, purpose of the 

     meeting and who will be attending from your school and ask that several of their 

     staff attend, if possible

Develop and practice your presentation, including welcome, handshakes and 

      introductions, set up and use of any electronic equipment, thank yous 

Make or purchase a small thank you gift to leave behind

Follow up with a thank you letter

Invite the people you meet to a future event: local contest, open house, state 

conference, or to be a guest speaker for your class

Build on the relationship and keep these new industry partners involved

