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ADVISORY COMMITTEES-IN VOCATIONAL—TECHNICAL PROGRAMS

- TNTRODUCTION

Adv1sory committees in vocatlonal-technical educatlon may be deflned

as: group of persons from the community that adv1se vocatlonal—technloal
! .educators in matters regardlng their educatlonal programs. Thesé |

committees are formally organized and its members voluntarlly serve for
a speclflc perlod of time. The members of vocatlonal—technlcal adv1sory
committees have no leglslatlve or admlnlstratlve authorlty. Advisory
committees give guidance and direction to educators so they may maintain
programs relevant to the needs of the communlty

Adv1sory commlttees in publicly supported vocatlonal and technical

LS

programs have been used for many years. Most of the state departments

'strongly‘stress the use of advisory committees'in mainjainlng;relevant .
and effective-programs. Thirty-seven states have stipulated the.formation
of advisory committeeslas a condition for recelving funds for reimbursable
programs. The earliest proponents of vocational;technical education
recognlzed that if admlnlstrators and teachers attempted to set up -
programs w1thout advise from employers, employees, and leaders from the -
community, then these programs would not meet the local manpower needs.
They also recognlzed that these employers, employees and leaders from
the communlty would feel dlsassoclated from these progranms. The ploneers
of vocatlonal-technlcal educatlon understood that (for the sake of their g
graduates) the 1nvolvement of potentlal employers was needed to malntaln

the relevance of the programs and to let thelr programs be known.

o1




bespite the'importance that some vocational-technical educators have
placed on the ude of advisory committees-and the benefits that may be
derlved from the1r proper use, research indicates that a large portion
of vocatlonal-technlcal education teachers and admlnlstrators contlnue
to plan, staff equlp, operate, evaluate and dpdate their programs with
none or at best, a limited 1nput from advisory committees. In fact, in
very few states the use of‘adv1sory coimittees in vocatlonal-technlcal
educatlon programs are requlred by law. The reasons for~not using
advisory committees in vocatlonal-technlcal programs are varied. Some
educators do not recognize the’ total value of having these commlttees.
Other educators lack the time and expertise to commuunicate with advisoryn
committees. Another good number of educators do not have the ability to

éanlze and properly utlllze the adv1sory commlttees. Andrpet atill
others are not famlllar w1th the role and functlon of adv1sory committees.
—

_The need to evaluate vocatlonal-technlcal programs based on the
beneflts obta1ned by 1ts graduates and society, will tend to grow w1th
the advancement of vocational-technlcad education funds and the need
for innovdtion in vocational-techndcal\education prograns are on the
rise. The number and level of skl&ls needed in some trades have
1ncreased as 1ndustry 8 sophlstlcatlon in its operations has increased.
The ‘need for time, on the part of the teacher, to help a more diversified
student-body w1th a wlde varlety of problems inoreases dally. These K
reasons and many otgers will force teachers to establish and w1sely
utilize advisory commlttees to accommodate new demands.

As a contrlbutlon to those present and future vocational and

technical educators who need to establmsh advisory commlttees, to those

: c: :




who want to,form advisory committees, and to those who may benefit from
the use of adv1sory ‘committees, this paper should help:'.1) to clarify

'the functions of different types of adv1sory comm1ttees used in vocational-
technical education programs; 2) to identify areas in which advisory
committees may give guidance and direc+1on- 3) in the formation offadvisory
hcommittees; L) in conducting productive advisory committee meetings' and -

5) to identify ways to reward advisory committee:members.

TYPES AND FUNCTIONS OF ADVISORY CCMMITTEES
Three types of adv1sory committees are used in vocational-technical
education programs: the General Advisory Committee, the Craft Adv1sory
Committee; and the Joint Apprenticeship Committee. mhe General-and the

Craft Advisory Committees are the most frequently used committees.

The General Adviéory Committee

This committee advises the top administrators (presidents, vice~-

. presid ts. deans, superintendents, assrstant superintendents, directors,

- assistant directors, principais,'aesistant principals, etc.) of vocational -
technical programs in the direction, requirements, ypes of programs

- needed in the community, and the priorities that each of these programs
ghould have. All vocational-technical schools should have one general

advisory committee.

~

The CraIt AdV1sory Committee N

This committee is also referred to as the "Trade, Occupational or

Departmental" advisory committee. Tt- advises the person or persons in -

charge of that specific trade or department (department cha1rperéon,

~N
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instructors, etc.) on matters regarding: 1) training needs and placement
opportunities in'the community; 2) curriculum content and minimam stan-

dards;. 3) safety rules .and regulations in the trade, h) equipment and

‘supply standards, 5) related information required in the trade; 6)
‘types of production work,andhprogects to be used in the shops for training

- purposes; 7) publicity and public relation practices; 8) student and

faculty recruiting standards; and 9) counseling and guidance of students.

" A1l vocational-technical schools should have as many’craft advisory'

committees as the nwmber of trades offered in,that school.

N

The Joint Apprenticeship Committee

This committee is the least frequently used committee of the three .

types of adVisory committees employed in assisting vocational—tecth.ca'I

educators. This committee is usually organiZeu by the Bureau of .

Apprenticeship and Training, United States Department of Lahor. When

this committee serves as a Qoint apprenticeship committee its members /

receive pay and the functions of the committee is in charge of:. 1)
administering apprenticeship programs; 2) supervising apprentices in
job situations; 3) developing suitable standards in the trade, which

the apprentices must obtain during the training program; L) selecting'

.proper schools where the apprentice may obtain the related instruction

‘required by the trade; 5) setting minimam qualifications for entering

the apprenticeship program; 6) rev1ew1ng application.and selecting
apprentices; 7) preparing-apprentices';agreements and supervising.the
apprentice to insure'that the agreement is_foilowed; and 8)'registering
those'completing the apprentices' program”with.the/United States Bureau

of Apprenticeship and Training. -




‘committeefs.expertise may be utilized is in:

When the joint'apprenticeshipbcommittee gerves in an advisory capacity
to a vocational—technlcal program, its maln function is to help the person

or persons in charge of that particular trade or department in determining.

1) the related instruction to be taught; 2)_the instmictional materials

to:-be used; 3) prospective instructors; L) latest changes in industry

that should be 1ncorporated in the school set up to maintain relevant

programs;

‘It should be noted that when an ”ivisory committee (general, craft
or 301nt apprenticeship) provides the consultation, advise and support

for a program being 1n1t1ated, the committee may be referred to as the

steering committee. ’ ‘

AREAS TN WHICH ADVISORY COMMITTEES MAY ASSIST, GIVE GUIDANCE = |
~ AND DIRECTION TO VOCATIONAI~TECHNICAL HDUCATORS /

1
\ !

i

Although the functions of advisory committees sometimes extend beyond

advisement (evg. testifying in public hearings), it is the duty of

/

vocational educators to assure that advisory committee members do not

take upon themselves responsgibilities which are not theirs. The follow1ng
paragraphs list areas in which advisory cormittees may assist vocational
technical educators.

General Advisory Committee o

T \

o ‘ y:\‘ I -\ )
This“committee may not only help\vocational-technical educators in

matters 1mmediately related to their school, but also to improve vocational

technlcal education in general., Some areas in which a ‘general adviso:

1) assembling, appraising,.
and disseminating facts which clarify educational needs and increase

public understanding; 2) stimulating an increased sense of respohsibility

9 :




~f*\\?0r supporting vocational—techhieal programs;“B) pioviding meane to inform:
-the commﬁnity about'vocational—technical'programs; 'h) crystalizing opinions
and obtalnlng unity of action which is essentlal for 1mprov1ng vocatlonal—
technlcal,programs;‘ 5) actlng as a seml—offlclal in expressing. school and
program thoﬁghts,apd opinions in the community; 6) serving as a pressure
groﬁp to expedite actions aﬁd obtain serviceé'needed by the vocational—

" technical program, 7) communicating w1th dlfferent community groups and -

other vocatlonal-technlcal programs. and 1nst1tut10ns in and out of that

commnity; - 8) lobbying for vocational-technical programs; 9) galnlng o |
‘wsupport for proposed leglslatlon among the communlty, especlally among
- powerful interest groups; 10) appralslng trends %nd forecastlng future
-community needs; 11) carrying out occu atlonal surveys, 12) obtalnlng

donatione of mehey, equipment and supplies; 13) raising scholarships;

1u) placlng students; and 15) helplng dminlstrators determlne 1nstructors

wages.

- Craft Advisory Committee .

Although some'of the tasks of this édvisory committee have already
been oﬁtlined, the expertise of this'committee can also be used in the |

. following four major areas:

. Student Recruiigentjﬁ§election and Placement. In\this first area the

craft advisory commlttee nay assist in: 1) recrultlng students through

(

v131ts\§nd speeches at feeder schools, youth clubs, civic clubs, and

‘other o ganizations; .2) screening studentS‘who are applying for admission
to' the program; 3) developing aptitude criteria for the selection of
students; L) arranging cooperative work experiences with industiy,and

: oA .
business for students; 5) locating part-time work experiences during

\
\
\




summer vacation for the students; 6) finding positions for program
!
graduates' 7) providing scholarshlps and other flnanclal aid for students

in need and for those sfgdents who excell in the program, 8) locating
schools for outstandlng students who wish to contlnue their educatlon

‘and tralnlng; and 9) reporting and maintaining graduate employment ‘and

advancement records.

Progrem of Instruction. In this second area the. craft advisory commi ttee

may assist in: 1) revising curriculum content (at least once & year);
2)>srranging and re-arranging cours content to reach.different leveis
of. students;‘3) adjusting curricui‘ to serve small a5 wellres large
companies in’ the community; L) asses#ing'program effectiveness; 5)
surveying local industrial manpoﬁer Afeds; 6)co5taining support‘for needed °
'changes in the shop or program; 7) selectlng and breaking in new\teachers;

8) 1nterpret1ng laws' that affect the p&ogram- 9) collecting ’ds for

subsldlzlng teachers salarles in cases where school funds are inadequate

\ i

'to obtaln a competent 1nstructor; 10 obtalnlng needed school rqplpment
and supplles on loan, as gifts, or a speclal prices; 11) evaluatlng

'physlcal conditions, adequacy of equipment and yout of the iaboratory

or shop; 12) establishing and maintai ?né a 1'.rary of visualla;ds,
magazines, and books concerning industry; 13/1establisning st%ﬁdards'ofd
proficiency to be met by students compl tiné the program successfully;
1) selecting production jobs and projejxs to be used in the training’
‘program, 15) 1ocat1ng and obtalnlng sample kits of raw materlals,
finished products, productlon processes, c rts\and posters, etc., for

. exhiblt and 1nstructlonal purposes 1n the ¢ assrioms .and shops; 16)

selecting books/to ‘be used in .the program, 1 arranglng and re—arranglng
‘
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of’ equipment and maohinery to better utilize floor space and to make the _

shop safer and more conducive to learning, 18) conducting safety check-ups

!

in the shop; 19) helping to select of serVing/as speakers for classes and

—_—

meetings; and 20) arranging field trips to 1ndustry for students, counselors,

administrators, and teachers.

. Public Relations;‘ In this third area the.committee may assist vocational

education in: 1i bringing programs to the community; 2) relating programs
! ! v

to unions, labor and employers- 3) prov1d1ng news stories concerning the

'program to maga21nes published for gpecific 1ndustry groups, h) attenalngb
meetings in support ofjvocatlonal-technical education which may be called

by local and dtate school ;}flclals boards and legislative groups, 5) | -
obtaining labor and management support for vocational)education- 6)

participating and bring visitors for’career days,/épen_houses, and other

school activities; 7) arranging‘and participating in news media releases;

8) exercisiné~influence'on policy-makers at the school'and community level
- to improve the quality of the program, 9) prov1d1ng means to advertise |
programs 'in local communitles- 10) presenting programs to the public
~ through radio and television broadcastings, and 11) promoting programs

\
within the company among co-workers and their families by posting

\

information on bulletin boards, putting news storles in company“bulletlns :

and ‘inserting enclosures in pay envelopes and new emp\byee packets.

Teacher AssistanceA In this fourth area the committee mav\assist by:

1) helping the 1nstructor in new areas or areas in which the ‘instructor
does ‘not Qeel competent- 2) helping the 1nstructor in 1nterpret1ng and
implementing safety in the school:shop;_3) interpreting laws affecting

the trade; L) arranging summer and/or part-time employment for teachers

[
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for up-datlng Jjob skllls, 5) collecting funds and arranging substitute
teachers ‘80 the 1nstructor may attend regional and natlonal meetings of
Alndustry and teacher's organlza+1ons' 6) arranglng for substitute or
resource 1nstructors from industry to ass;st the regular teacher; 7)
helpfﬁg in-glervice training of the teacher; 8) servirg as judges in
youth organizationhcohtestsg 9) helping to-organize youth contests;

10) helping%in the preparation and'reviewing of budget requests for
laboratory shop, equlpment.and éupply, and 11) helping establlsh teacher

quallflcatlon requlrements. ’
HOW AND WHEN TO FORM AN ADVISORY COMMITTEE

Ideally all vocatlonal adv1sory committees should be 1n.operat1on
before the vocatlonal or technlcal programs are establlshbd. The general
vadv1sory commlttee, whlch advises the top admlnlstrators in- a\vocatlonal
technlcal school or program, should be formed before the main admlnlstrator
“is selected In fact, the general adv1sory commlttee should have some
‘1nput in the geledtion of the main admlnlstrator Once the top admlnlstrator
,1s app01nted the general adv1sory committee should help the administrator
to select other admlnlstrators needed, and to determlne what programs
should be offered.‘ As soon as the programs to be offered -are determlned,
the main admlnlstrator should form a craft adv1sory commlttee for every
program or trade that the school w1ll be offerlng. Bach craft commlttee

»

should be 1nvolved in the selection of the 1nstructor( ) for the program,

-,

) the selectlon of equlpment and. supplles,\ahd the arraqgement of physlcal

facilities. . R

- %\

In reality,-in most of theryocational-technical schools or programs,

when the instructors are hired, there is a general ‘ad isorjacommittee




or person in ohergé of the programs has to start the appropriate craft
; advisory comrittee. The remaining paragraphs. of this paper will deal
‘with the procedures on forming and maintaining vocational-technical

advisory committees.

Selection of Vooetional—Technicsl Admisory Committee Members
The vocational edvisory committee member.shouid be chosen acoording
N y - 1o the purposes of theloommlutee being fonmed In=general these members
. should have: 1) compmtence in the spe01’1c areca he is advising; 2) the
' respect and confldence of his peersc and communlty, 3) have 1nterest in .
vocationalﬁtechnical education; L) have adequate time to seTve °nr?h§;m - m;(
committee; 5) have .a. strong sense of responsibility and civic mindedness;

and 6) have some influencial power (political, etc.) in the community.
, ‘ _ g

General Advisory Commlttee Membérs Since it is designed to serve a

uotal school or - program, the general adv1sory commlttee should have

memberr ‘Who represent broad major 1nterests in the odmmunlty. This

.
v

j [ /
) 10
_ A there are no crart advisory ooimittees formed, therefore, the instructor .
means leaders from bu51ness, industrlal management, snd an equal number
- fro. organlzad 1libor. Members from organlzed groups that are ooncerned
w1th the public aspeots of vocational—technlcal education ghould algo
be 1ncluded These Sommﬁnity -leaders should be aan to interpret the
effects of federal, state, and regional pol7oies and trends on local
programs, and from the interpretation, new [ programs should be derlved

A r

and obsolete{ograms should be curtailed.

Creft Aﬂv1sory/Committee Members. These members should be craftsmen

"~ who are successfully working in their trade, and craftsment who have

been promoted to front_llne supervisgion posltioﬂs. . .

~ERIC . . e
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Steps to Secure Vocational Advisory Committee Members

In the process of-inviting people to serVe on vocational advisory

. v v
committees, we will find +that Some prospective members are not interested

or are unable to serve on a committeeu When there is a lack of interest‘
among some prospective members to sérve on advisoxry committees, they tend
to lower the morale of other prospective members by spreading'the word

around.b It is even'possible to create a chain reaction that could make '

it impossible to get anyone to serve on\these committees. To avoid this

possible’ problem, the following steps are suggested to secure advisory

- committee members- 1) make a list of all possible'businesses, industries,'

and organized groups within your employment community, ) from this list

- make a second list with the prospective members to serve on your committee'

A

. 3) brihg the list of‘prospective-members to your superVisor snd ask-her/

him to aelete all those prospective members names that she/he thinks,
for whateVer reason, -should be excluded from serv.ng on the committee.
This must be done, since the_success 0. the advisory committee will

dependlon.the'faith, empathy; and confidence that your Supervisor has

_on the committee members This in turmn will dictate the amount of

- cooperation that you will receive from your supervisor to implement the .

suggestions éiven by the committee, L) approach each remaining prospective
member's superVisor and ask for- her/his opinion in cooperating w1th her/
‘his subordinate if invited to serve on your committea. Eliminate those
prospective membefs who do not have the endorsement of their supervisors{

If Yourrprospective member's superVisor does not approve, itvis likely .
b ."

that she/he will not cooperate, and without her/his cooperation, even

the Job of your brospective member may be. Jeopardized, 5) approach those

prospectiVe members that remain on your 1le and ask them in a discreet

o

LD
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‘manmer if they would Be.willing to serve on your dommittee}\~Eliminate
those prospectiﬁe‘members who have a negative or undecided posi%ibq; r
6) from those members remaining, select eigh§ to twelve if you are
forming a craft-committee; and twelve to twenty if you are forming‘a.
" general advisory cémmittee. In selecping thesénmembers, jou should
. make sure that they represen%>a crqss'secﬁion.of organizations,
. geographical aréas, age, social groups, and employers in the community.
Keep in mind that~the most éégreésive“and ambitious candidates do not

always meke the best advisory committeg/members; 7) make a personal

2 ruzvisitgggjééeh of the selected members and verbally invite them to
serve on your committee. Find out possible dayé and times conveﬁient - 'K\
to hold the fipst meeting;. Also announce that she/he will be receiving

a lette#’of invitation (Appendix -A); 8) once you hé;e,thé vérbaldap?roval,
from‘eaEh méﬁber you wish to serve on your committee, send a ié;ferfof‘
invitatioh to éach;' These-lettérslshould be signed by the highest

administrator in your school.

~  Official ‘Appointment of Committee Members
. : ’ vi . )
+As each invited committee member positively answers the letter of !

‘possible administrator:or chairperson of' the school board should be ,‘ /
sent to the prospective member. This prodedure will insure prestige .
to the committee, clarify the service of authority in the school, and ™

invitation, a letter of appointment (Appendix B) signed by the highest
serve to set the stage. for an harmoneous relationship., . ' /\

H

i

Length of Service , ' ‘ | A /

I

s The'guggested'léngth‘of appointment for advisory committee members
.is three years. These appointments should be staggered so every year '

N -
A

1
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one-third of the commlttee would.be replaced; this procedure will ensure
continuity in the work performance of the.committee.

When forming avnew committee, one-third of the members should be
appointed for one year, ancther one-third for two years, and the remaining
one—third‘for three years. Thereafter, each appointment should be for.
three years. | | |
| Once a committee member has been appointed she/he should serve the
full'term of appointment. Asking a committee member to resign tends to
lower the morale of the committee. Sometimes, a'committee member.does'
not fulflll the expected obligations; when this occurs it is suggested

that the reasons for the lack of commltment be” 1nvest1gated and the ~

“proper correctlons mede. When the lack of commitment perslsts and the

morale of the total committee begins to deterlorate the follow1ng

v

méasure is suggested. The chalrperson and the secretary should get

‘together and deilberately arrange in the agenda items which will require

v the formatlon of ad hoc commlttees 1n whlch the uncommitted member will

be requlred to participate. Most of the uncommltted members will
voluntarlly reslgn rather than’ work on these ad-hoc commlttees.

Members whose term is explrlng may be reapp01nted ior a new term.
Although this is an accepted practlce, it should not be dbused. Imposed :
reapp01ntments tend to deterlorate the work drive of the committee. It
should be kept in mind that the quallty, prestlge and success of an
adv1sory committee w1ll be related to the size of the pool from Whlch

the members were selected.

o

Orlentatlon of Adv1sory Commlttee Memoers ’ / .

1

-A1l new members should be contacted prlor to the first meetlng. A1l

new members should be orientéd for the task through a letter, telephone

| i7
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call, or a personal visit. Bach negvmember;should‘receive-an advisory
committee- handbook ( Apprendix C) which should contain the following
items: 1) historical review of the schdel; g) philosophy of the sgheol
and each vocational program; 3) advisor%‘committeeslfunctions and
éoneerns; li) duties of the advisory committee chairperson, secretary,
and other members; 5) latest accomplishment% of each advisery committee;

and 6) roster of each advisory committee.

Duties of th Advisory#Committee Members : . : v

| As stated prev1oule the main obgectlve of vocatlonal—technical
advisory commlttees is to advise vocatlonal—technlcal educators in matters
regardlng to the SChOOl 411 committee members must keep information
dlscussed in the meetlng confidential and aVeid criticism'ef school

facilities, administration, faculty or staff.

Duties and Functlons of the Chalrperson._ ' i ; ' e

k]

The dutles of the adv1sory committee chalrperson are: 1) preside

T A

over all meetlngs of the commlttee' 2) mlnimlze meetlng formallty o
froduce a relaxed atmosphere condu01ve to product1v1ty, 3) make meetlngs :
5001able and rewardlng to each commlttee member, L) plan the meetlng
;agenda together with the person(s) receiving the committee?s advise; .

' 5) sign all meeting announcements, notices, and other 1nformat10n that
are sent to commlttee members, 8chool admlnrstrators, ans.others that -
must be. 1nformed of commlttee act1v1t1es. All materials sent but’b&

,the commlttee should be sent on offlclal -school stationary;- 6) help

the secretary eliminate unnecessary information from the mlnutes as

:well as to add pertlnent,lnformatlon being left out., This act1v1tyﬂ

[




”should be_carried out immediately after the advisory committee meeting is

adjourned. -

N

Who Should Serve as the Committee Chairperson?
The most approprlate person to serve as the committee chalrperson
'_would be a 1ayperson from the community. This will help to confirm that
~ the school is 1nterested in getter serv1ng the communlty. Another reason

why a layperson should serve as a chalrperson is that the gchool

- administrators will be more sympathetic to accept recommendations that \

_had been gigned by a layperson than by one of their subordlnates.
Since the chalrperson is extremely 1mportant to the success of each -
meeting, it is necessary for,her/hlm to possess the following character-

istics: 1) be sincere,. confldent and enthu51ast1c in order to arouse
13

1nterest in others- 2) be a good listener and be able to comprehend all.

other committee members; 3) be fair and courteous to all committee members;

v

- i) be patient with those commlttee members that have dlfflculty in

expresslng themselves, 5) be goal orlented and able to keep the meetlng

along the set obJectlves, and 6) be_able to encourage all committee
S members t6 participate. 1 . S .
. - ’ © B , L
: - The chairperson should avoids: 1) being the final authority on all

subaects' 2) bearing pressure on the group to agree with personal v1ews,

3) talklng over the heads of the committee ‘members; Y&) mannerisms, and

2

) being despotlc with the group. o ‘ \

-

Duties and. Functlons of the Secretarx

The dutles and functlons ‘of an advisory commlttee secretary are vast

and v1ta1 to the committee g success, and require time and dedicatlon.

N
N

e o 19
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Among,these dnties and functions are the following. 1) fPreparation and

mailing of announcements, minutes,'andiother information to committee
»membersvand'school administrators. These materials should never be

mailed unless they are accurate and neat in appearance. They should -

be typed and free from grammatical, punctuatinn,-and typing exrrors,

In those cases when the person in charge of the secretarial work does

not possess these skills, enéaged the school secretary to make corrections
and type, t2> Armounce meetinés._ Prompt announcements and feedback

following a meeting is very importa.nt. 3) Oréa.nize and disSeminate

minutes. Immediately after the meetiné, the secretary and cnairpersoni

should get together to organize and detail the materials into a meaningful
A whole. ) Explain the program(s). This requires an understanding of the
' problems and obJectives of the program and their relative priority. ‘

#5) Motivate appropriate school administrators, faouity or staff needed

2

to implement committee recommendations or to prepare necessary background
materials. 6) Be alert,aimmaginative,-and sensitive to the view points
and suggestions of others. 7) Be Willing to do whatever is necessary to

- maeke the committee a success.

i

Who SHould Serve as the Committee Secretary'P
\ . .
Tme eecretary ‘s job requires a’ person who is tactful, patient hard- |

working professional, Willing to adJust to committee needs, and has the

time. to ake the committee a success.‘ Therefore, the most qualified

person to serve in this position is a person from the school ‘being advised.
In the casg of a general advisory committee, the school person(s)
(ass1sted by ‘the school's secretary) will: serve as the - committee g

secretary In ‘the case of a craft advisory committee, the ingtructor or ~

person in charge of the program is the best suited,
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Strategy for Selecting. the Chairpersondand the Secretary.

. Both the chairpersOn'and the secretary of an advisory committee can be

~
elected or nominated For motivdtion'purposes, the election systemvis
recommended.' Strategically we want to elect a 1ayperson for: chairperson

and a person from the school for secretary. The following procedure is .

suggested to insure success in this strategy. When the need'for electing

a chairperson and a secretary arises, it is important that the duties and
functionS'of each is described fully.v Once this is accomplished the
nomination for secretary can be opened Since the secretaryis job requires'

‘a lot of time and/work it is 1ike1y that the person from the school will

be nominated If the person in charge of the school program is not nominated;

she/he should come forward and put her/his name in for nomination. Once

the secretary is successfully elected ‘a layperson can be elected chairperson

'without much problem.

v

Elections for chairperson and secretary should be held annually -Once

K

theﬁﬁerson in charge of the program has served as'secretary for one year,

her/his annual renomination-can be assured.

3

: . ' ADVISORY .COMMITTEE MEETINGS:

¢

Productive advisory committee meetings are the result of careful planning

and,eﬁpert guidance aimed at getting results. The committee chairperson's

hd

aim 1s to make the meeting as effective’as’possible in reaching joint decisions’

o - and solutions. The interplay of knowledge, Experienée, opinions, and 1deas

is one of.theboutstanding characteristics of .a good meeting.
v T L
Who Should Attend the Meeting

The dppointed committee members and the school person(s) being advised
should attend the committee meetings.~ On different occasions, other persons

may be invited, e.g.’if no one from the committee has enough expertise in an

21




area being discussed, one or more consultants may be brought to the meeting.

It is possible that other teachers may need to attend a meeting for some

'Specific reason. School officials are invited to the first meeting of the

year to welcome committee members, and to other meetings when an issue that
needs the t0p administrator's support will be discussed. In programs where

more than one instructor is employed, although one would be 1nvolved in the

committee as the secretary, the ‘other instructors may sit in the meeting

First Meeting of the Year

times, absenteeism is caused by poorly planned meetings or when meetings are
’ - : . - . 2’ - : )

The chairperson or acting chairperson‘should open the meeting by

introducing herself/himself, then have each member do the same and to tell

'something about the work she/he does. The chairperson should discuss the

school philosophy, the functions of the advisory committee, and the’ 1mportance
of cooperation between industry and the school. The first meeting prOV1des

an opportunity for the top "school administrator or board chairperson to .

“welcome the committee, to thank members for their cooperation,,and to express

his views on the functions of the commi{tee. Elections_Should be conducted .

during the first meeting of the year.

Since the first meeting tend to 1nfluence all future committee meetings,

it is especially important that it be properly planned. ‘Name cards should
. ) ) . ) # .
be provided for each member containing name and title. Attendance to this

b

and 41l ‘committee meetings‘should be one hundred percent. Most of the

called for no purpose.

- . . - . [
A . . e

Preparing for the Meeting_ )

The physical preparations for the meeting are Vitally important. Notifying

the-membegs and double—checking on room, chalk,'chairs, and needed equipment

2o

are only part of the preparation. The chairperson must bevready to: serve as

S

4
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leader for the meeting and each member must have studied the problems to be

considered by the committee.

Ampla Notice Essential A

Each advisory committee member should be sent a meeting notice early
enough so he can arrange to attend (Appendix D).' The date, time, place,
and purpose of the meeting should be clearly spelled out. Each member should
be inforned and supplied with any data or special materials which should be
rece{ved prior to the meeting. If possible, the members should be reminded’

by phone the day before the meeting and told approximately how long the

~meeting will last.

The Meeting Room.

The meeting room should be well lighted well ventilated, reasonable

' quite, and comfortably heated. It should be the best room available which

has been double checked to‘make»sure that it is’reserved for the particular

. meeting, and that it is clean, in order, and with a sufficient number of

tables. Paper and pencils should be available for each member and guest

i)

present. Although the length of the meeting is recommended- to range from,

sixty to ninety minutes, coffee, tea, refreshments, or water should be’

available when the meeting is planred for over an hour.

The Meeti ng. 4 genda. ‘ - ‘ ~

The agenda (Appendix E) is generally prepared by the school person being

-

-advised" in cooperation with the chairperson and "then sent to each member in

1 u

advance. An agenda should contain from three to five new items for discussion.

Many of the problems that arise ‘in a vocational—technical school need prompt

".solutions. Therefore,'they should be solved by a telephone call or personal

.visit from the person being advised to selected advisory committee members:

-




- .

It is suggested that vocational-technical advisory committees me%t;four times

- 20

a year and each time a major be discussed. For example, the craft advisory

. . committee's major themes to be discussed in each of the four respective
,

meetings should be: 1) the problems related to the studentsE‘Z).the prodlems
Telated tb'the program of instruction; 3) the prbblems related to public.
relations, and 4) the problems related to the instructor. It is recommended'
that a three year plan (Appendix F) of activities for the adVisory committee

r _ o
be formulated. i . S )

,Minutes of Advisory Committee Meetings

It is the responsibility'of the secretary to write the minutes' of the -
meetings. It is»important that at the end of each meeting, the secretary and

the chairperson review the minutes and delete any .unimportant materials and/ - ..

or include.materials\that-the chairperson believes to be important but that

"

PER

the secretary had overlooked. Once the minutes'have‘beengedited and typed,

they should be distributed to all committee members and to those school

H . V. R

officials who have the authority to” implement the committee s recommendations

It is important to maintain a file containing the minutes and other documents
from committee meetings forgreferenceband historfcal records;

'Ihe minutes should include: Adate, timehof'meetiné, place, name of
presiding officer, names.of those present/absent, discussion, dates of-

significant correspondence or other documents discussed during .the meeting,

?

w

important decisions and recommendations, ndme/of the secretary, and names of

those to whom{copieSVWill;be'sent. B ’7/“‘“"*Wﬂfw

™~

Advisory Committeée Recommendations.

It is 1mportant that a recommendation be reached for each item discussed

e B

/' . /" in the advisory committee meeting. The chairperson should curtail discussion

“

;o ‘ . ) .

o : - | ) "
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of those*items which, because of lack of data or other, reasons, the committee
will not reach a decision. A sub-committee or ad hoc committee should be ‘
ain enough data to come to alconclusion for each\ item which the

formed to obt

chairperson hadicurtailed

hoc committee should be announced at the next committee meeting The
ccomplish their

The conclusions and recommendationy from an ad

{ .
secretary should assist all ad hoc committees so they may a

mission within the given time.
ion should be)highly consi ered
ossible,

Every advisory committee recommendat
for implementation. In those cases where the implementation is not
a prompt explanation 'should be given to ‘the committee members It is'a

good Dractice that at every meeting the members visit the school and see
The failure tb

the 1mp1ementationsVof their previous recommendations
e mcrale and the

3

implement, committee recommendations tends to decrease th
8 . o . .
affectiveness of the committee "
[ Co R »

REWARDING ADVISORY COMMITTEE MEMBERS
, and expertise-given

+

Appreciation and recognition ior the time, effort
1 and its programs should be

by adv1sory committee members to the schoo
Although gratitude can be expressed in

expressed by the beneficiaries
many ways, the f0ilowing suggestions to, reward advisory commlttee members
should be considered. v '_,f / _

3

Resolution of Appreciation
It is a neatly typed 1etter with the names of all committee members

3

-

and signed by the School person(s) benefiting from the committee's guidance

t
S

It should be. framed or suitable for framing (Appendix G)

'

“ .
. a

and'advisementi
» ) ®

Certificate of Appreciation.
(4]
many schools award -a framed certificate

leted her/his

o At the end of the school year,
of appreclation to each adv1sory committee member who‘has comp

: d




-

service with the committee. (Appendix H).

. PR
Vo ' ‘ 4
Letter of Apgreciation from the School Director, Superintendent, or Board
Chairperson ‘

!l

The letter of appreciation from a school official is given to a particular

advisory committee member for special efforts on the part of that committze

or committee member. {Appendix I).

Letter to the Advisory Committee Member's Superior:-

Thi;fis\one~of the most effective means of recognizing an advisory
. . , 1
committee member and the cooperation received from his superior and company.
The effectiveness of this letter is enhanced by the high ranking signature.
A:copy of this letter should be sent to the adviSory'committee member(s)
being recognized.

~

Meetings Attended by the School DirecLor, Superintendent or Board ChairperSon

An effective way 1in wh1ch the h1ghest ranking school official can give

'.recognition to the serv1ces of an adv1sory committee is by attending the

advisory committee meetings occas1onally and by pereonally acknowledging his

-

gratitude to the advisory committee members for their efforts.
’ vl

Annual @dhisory Committee Handbook

Every vocational—technical school should develop a handbook and update
it annhaily. bThese handbooks serve thefpprpdse of recognizing members for
their Valuable assistance to the. school.

Catalogs . L - : .

N

Some vocational technical schools print catalogs. In such cases, it is

v

“»wise to- give recognition to the advisory committee members by printing the1r

.'»

names 1in the catalog,




Invitations to School Functions

l

Whenever possible, all advisory committee members should be invited to

T

attend school functions.

Parking Privileges

B

Letters announeing‘committee meetings should contain parking instructions
and a permit‘to park in a particular area.. A windshield sticker -could also
be used which would be wvalid for omne year, and would permit the advisory

committee member to park anywhere on campus at any time.

™~ r

News Release - ’ o ' )

Local news releases appraising advisory committee members and their

;

companies for their'coooeration and accomplishments is anotber way of showing
recognition to advisory committees. !

‘ ' | There are many other possible ways of recognizing advisory committee
members for their,valnable performance. In reality, recognition of advisory

committee members. is only'limited by. one's imagination. ; - -
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" GLOSSARY OF TERMS

AD HOC ADVISORY COMMITTEE

¥ . ' )
It is a camittee that is formed to solve a specific problem. Once
the problem is solved, the cammittee is abolished..

CRAFT ADVISORY COMMITTEE

spec1f1c trade or department on matters regardlng the program

CURRICULUM ADVISORY CCIVMI'ITEE

: \

. » |

This camittee advises the person or persons in charge of that » }
|

i

|

It is a craft advisory committee that concentrates its advice on
matters dealing with curriculum. :

t

DEPARTMENTAL ADVISORY COMMITTEE

It is synonymous with craft advisory committee. o o

GENERAL ADVISORY COMMITTEE

This carmlttee advises the top administrators in the direction, N
requirements, types of programs needed in the cammunity, and the -
priorities that each of these programs shonld have.

;
7

OCCUPATTONAL ADVISORY CCMMITTEE T

It is synonymous with a craft advisory camittee.
STANDING COMMITTEE . _ ;

It is a caomnittee that is formed and maintained J_pdeflnltely and

solves problems as they arise. N
Al

‘ g . . /
: STEFRING COMMITIEE s ' | [f
. ’ !l
|

It is a camittee that provides the consultation, adv1ce and
support for a program being initiated. . ' ) /

TRADE ADVISORY COMMITTEE R ) : ' /

It is synonymous with a craft advisory cammittee.

¢
———

- Many times, advisory conmittees are referred to as ad\‘fisory counsels.

EN ' . |
. . : . !




APPENDIX A

-

SAMPLE OF LETTER OF INVITATION TO SERVE ON AN ADVISORY COMMITTEE

November 26, 1974 °

J«

Mr. Julian A. Carpintero
Production Manager .
Victoria* Tools and Dies
5042 Liberty Avenue
Memphis, TN 93418

Dear Mr. Carpintero:

This letter is to formalize our conversation regarding the formation
of a Tool and Die Design Advisory Committee at Whitestone Area .
Vocational-Technical School. As I mentioned, we are planning to

initiate a vocational-technical program in the field of Tool and Die -

Design. In doing so, it will be necessary for us to have assistance
from your industry in formulating the plans for this program.

Since you have extensive experience in, this field, we would like to
invite you to serve on the Tool and Die Design Advisory Committee’
presently being formed., : )

We are planning to have four formal meetings during the year. The
first meeting will be held on January 10, 1975 at 4:00 PM in the

- Whitestone Area Vocational-Technical School faculty' lounge. The
remaining meetings will be.scheduled at the appropriate time.:

"An Advisory Committee Handbook will be mailed to you under separate
cover. If you have any particular questions regarding the Handbook
or any other matter, please do not heésitate tb call me.

Sincerely,

" Richard L. Viking
Superintendent . : )

RIV:sw

hl
~7
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APPENDIX B
SAMPLE OF LETTER OF OFFICIAL APPOINTMENT.

December 10, 1974 ' ' : >

Mr. Julian A. Carpintero
Production Manager
Victoria Toolsand Dies
5042 Liberty Avenue
Memphis, T™N 93418

Dear Mr. Carpintero:

The Board of Trustees of.the Whitestone Area Vocational—Technic;al School
takes great pleasure in appointing you as a member of the Tool and Die
Design Advisory Cammittee at' the Whitestone Area Vocational-Technical
School. Your appointment to serve, a three-year term required the
approval of the Board. May I say that at last night's meeting, your
namination received wnanimous approval. N :

-

Your background and expertise in the field of Tool and Bie Design :
qualified you as one of the most valuable members of the advisory team.
We welcome the opportunity of receiving your. advise which will not only
assist us in better serving industry, but will also enhance our service
to the cammnity. ' , :

We look forward to a successful three—year‘ tem. ‘It is a pleasure to

welcane you as a member of our working team. Ky »

Sincerely yours, -

- Bradley J. Rhodes, Chairman
Board of Trustees o

BJR:ab
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APPENDD{ C

WLE. OF THE ADVISORY CCFMITI'EE HANDK)OK*

4#4*4;44#4&;4&44&444*4¥'

COMMITTy,

&
o )
2
=y
.

- mcmphfs skills center
591 washington avenue
memphis, tennessee 38105

- *Portlons of this Handbook were deleted.
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CHAIRMAN'S MESSAGE

Our uas.moJ\ committees have ,uoao and will continue

to do an excellent .mom in helping o.cn center cmo._oBo one - .\».,..aimonw on_uB.BH.:..oom at the .ZoBcEm Skills Center .

| of the finest in the United States. We at the ,mrm_m Center ‘have provided the vital link mogomz the business com- -

. would like to take this opportunity to EE_.% each one of’ munity and the center in areas of curriculum am<m~o~n i

<e= mOn_m. _.o.w. «.coz done. We woo.r forward 33&5 mEu-

. \ -
“ment and student Emoon_onﬁ

ml In just a few short <mm8 So number of active ooB-
% — g °

., . mittee ioa.ﬂmnm “has risen from o:? a handful to- over *
] . N. W. Gates, Director o wmm/m > .
. T , Memphis "Skills Center | et

non in years to come

i

Listed in this handbook are the dedicated men and

. . R , women who serve SO m&ﬁrmzzwwa.gomm committee assign- <« .
: : o , ments. . ) N &m , : NN V

: o , v s . : , .~ James A. Frommel, Chairman
. . . . General Advisory Committee
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© =" TYPES OF COMMITTEES

The Mermphis ‘Skills Center currently has thirteen

active advisory committees for the occupational areas,
committees” in several supportive areas, and- a general

advisory committee primarily composed of the chairmen

of the other committees. -Following is a list of each

> . P
833582&%&5:»:“ . .

.

Genetal Advisory " James Frommel

Social & Religious/Civic & Government Warren Draffin
Public Relations o " Ed Collins

Supportive Services Robert Atkins

2

wnomﬁa >mmwm83m\ Audio-Video Repair

\
Upholstery/Furniture Refinishing Jim Morris

a<aEE,m Fane Parker

Each committee meets every other month at the

] py

Skills Center for business ‘meetings. H:m, bimonthly
meetings ,m,am m._m::aa m.ao::a,.ﬁ:m schedules .o» Em,ooa..
Sz.ﬂmm Bmac.anmw thus, some mno:vw meet at noon, others
in the evening. Also, some committees alternate coﬁ&maz
afternoon and evening meetings, so that ,w: members of

the committee can ﬁmaomvmg more easily. m_mnw com-

mittee " has designated specific dates that have become

Gary Ballard

Auto Body -Repair =~ Vernon Peace ‘standard for that 833:8@. so that members may anti- o
Auto Mechanics L ) YOB&\ Camp cipate and plan for ?.::a Smma:mm. ) -
Clerical Bill Key | _ . \
noiammam_ Food m.mniom\ Baking Whelan Cully ’
Small Appliance Repair Ron Johnson . . S
Sales w | . | . Peter Ackerson ~
Industrial Truck wmﬁm " Grady Jones, Ir.
Building Z&Emcmzom. James Oma _ .
Machine Shop ] Charles Force o
\ . 2
. N . . x,
7 . N
. 8 Gm
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o
¥ planning and :SEE:::: m_.c:m ﬂm:rwa courses.

- The

——

ﬁ .
knowledge of committee m2mbers regarding the standards

I B

ana Jdemands ol industry i< es pecially needed in curriculum

,.cz.aocao: and evaluation. S
’ Z%o:a: the Skills hJZZ is evaluated periodically by
the 7.57 ee  Pepartient of Laucation, our actual

industrial evaluation by advisory members has been

initiated rtecently.

In this manner. the course offerings
. o 7
s aprraised as valid or invalid and appropriate measures

tahen to give meaningful training to each student. = -

Support tor Proposed-Legisiation

The Skills Center, formerly under thé Manpower

Development and Training Act of 1962, is now under

.

the Comprehensive Employment and Training Act of

1973. Under this

- -

7 Center will be

Act. it is anticipated~ that the SKills
more g:mn:uu&%& in securing appropri-
. e

ations, funds. m:@‘wamam,. Adwisory comimittees can be

suppertive  of education legislation and appropriations.

Members mdyv-express their approval through atten-

- e

7 Jdance at public hearings. through letters or telegrams in

support  of legislations. or, through soliciting support

For this reason.

speechies al r: cHicelIngs,

through

advisory committee members arc challenged to serve us

%orcm_:m: for the Skills Center, advocates of -a strong

?ovz:: designed .to help meet the needs for a changing
work force

- . . i} : 13
Direct ‘Assistance to Personnel and Programs o

-

A suney of tlie Skills Cenier stalT revealed the follow-

ing ways in which the advisory committees can dielp the

Skills Center personnel and prograins:

“*Suggest ways or techniques for improving safety
¥ v .
*Arrange visits for mEQo:ﬁm\Em:‘cQoa in related
industrial settings - ,

* Assist in arranging speakers for classes

*Sugypest reference materials and magazines to suppie-

ment curriculum -
“ : .

*Tour facilities m:a makeyrecommenditions regarding

uses of shop adequacy and equipment. as we 1 as

physical conditions of shop -

T

*Assist. and -advise on technical matters, both to

instructors and students . : .

*Assisting _recruitment of students ::o:r: %orp:c

to school groups, civic groups, and 8?2 a&

meetings . R

*Determine and  verity need for modification of’
* o ¢course content —

weded medification or expansion of facilities

S
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APPENDIX D

4

SAMPIE CF MEETING-NOTICE

March 7, 1975

Mr. Julian A. Carpintero - , .
Production Manager ‘ S ‘ ' '
Victorid Tools and Dies: '

5042 Liberty Avenue
Memphis, TN 93418

Dear Mr. Carpintero:

The Tool and Die Design Ad\}isory Camittee will hold a meeting at the
Whitestone Area Vocational-Technical School faculty lounge at 4:00 PM
on April 8, 1975.

-The agenda for this meeting will include: revising curriculum content,
selecting books, and the possibilities of establishing a library for
the program. A copy of the curriculum and the book entitled, Designing
Tool and Dies by John E Johnson, are being sent under separate cover
for your review. A

R

I look forward to seeing you at this meeting.

Sincerely yours,

‘Darrel S. Howard, Secretary
Tool and Die Design Advisory Committee

T

DSH:sw

PN
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~ APPENDIX E
- SAMPLE OF AGENDA |
/ Whitestone Area Vocational-Technical School
.. Whitestone, T™N
AGENDA
Tool and Die Design Avisory Committee Meeting L
Thursday, - January -10, 1975
Faculty Iohnge
4:00 PM Meeting called to order . . . Chairperson

1. Introduction of all members . . . Chairperson

2. Welcame and brief review of the total schools vocational-technical
programs . . . Richard L. Viking -

3. The relationship »f this committee to the program.' . . R. L. Viking

4, 'Organization of the camnittee (first meeting of the year)..Chairperson’

a. Selection of chairperson and secretary

b. Selection of .dates and time for meetings

c. Adoption of rules listed in the advisory cammittee .
handbook to govern the conduct of the meetings s

5. Reading of minutes of last meeting . . . secretary
« 6. Reading of communications . . . secretary
7. Reports of subcammittees
8. Specific topics for discussion S }
a. Developing standards for the selection of students
b. Arranging a cooperative work-study program
c. Arranging scholarships for students
9. Adjourrmment . o o
10. Tour of the school or J_nstructlonal pmgram under discussion
' 11. Tour of the school or instructional program in which the adv1sory
‘ : “camittee's IEOOITITED’iath“lS were unplenented '

J

4

|
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L - . | APPENDIX F
SAMPLE OF CRAFT ADVISORY COMMITTEE PLAN OF WORK

4

A. STUDENT RECRUTIMENT, SELECTION, . . [L976-77 | 1977-78 | 1978-79;
- AND-PLACEMENT | o/

A

1. ‘Number of Speeches at:-
a. Feeder schools
b. Youth clubs
c. Civic clubs '
d. Other organizations ‘
2. Developing tests.used for , ' Y
student selection
3. Reviewing tests used for
student selection
4. Number of Students Placed on:
a. Part-time jobs
b. Cooperative arrangements
sC. o jobs .
5. Number of graduates placed on jobs
6. Number scholarships ralsed
for students
7. Number of student follow-ups

i . v

/

. B. PROGRAM OF; INSTRUCTION

“Curriculum revisions

Reviewing laws affecting the program
Pieces of equipment obtained
Supplies obtained

Visual-aids or charts obtained
Evaluation of book(s) used 'for
the program ' ’
Shop safety checks

Evaluation of shop lay-out
Establlshlng a llbrary of:

a. books

b. magazines

Cc. movies

d. visual-aids

YU s Lo

O 0~

10. ILibrary additions: = - : : : -
"~ a. books ' ' ' ‘
'b. magazines

c. movies

d. visual-aids
11. Selection of instructional projects:
12. Field trips arranged:




: APPENDIX F (CONT'D)
%
"\

PUBLIC RELATIONS

1.

Presenting the Program . to
a. Unions
b. Iabor
c. Employers
d. Magazines
ILocal news media

. Attendmg and speaking in favor

of vocational education at:

.. a. State board meetings

b. local board meetings

c. Other

Mounting support campalgns
a. Among labor

b. Among management -
Guests broaght to:

a. Career day

b. Open house

c. Other school activities
Providing means to adveértise
the program

Presenting the program on:
a. Television

b. Radio

'Prcmotlng the program in companies

TEACHER ‘ASSISTANCE

O~ UL W
. L] . . . . . L]

lecturing in classes

Interpreting laws

Arranging. part-tnme work. for instructors
Arranging substitute teachers
Organizing youth contests

Serving as youth contest judges '
Helping in the budget

Helping establish teacher
quallflcatlons ,

.

1976-77

11977-78

45

1978'—79(
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APPENDIX G

SAMPLE OF . RESOLUTICON OF APRRECIATTON =

RESOLUTION
" Adopted May 30, 1975

WHERFAS, The Tool and Die Design Department of Whltes ne Area Vocational-
Technical School have enjoyed a very pmftlable year in working toward
their goals for the futune, and . '

WHEREAS, The Advisory Cammittee . has been 1nstrmnental in\bringing
acubt our success; therefore, be it ; .

RESOLVED, That the members of the Tool and Die Design Program\express
their appreciation to Mr. Julian A. Carpintero, Ms. Antoinette\ D'2mando,
Mr. Jchn Bdwards, Mr. Robert Hill, Mr. Frank Jackson, Mrs. Ruth Mills, -
Mr. Richard Oswald, Mr. -James Perez, Mr Eugene Smith, and Mr. Anthony
Williams; and be it :

RFSOLVED FURTHER, ‘That thlS resolutlon be. read on the evenlng of
May 30, 1975, at the annual banquet honoring the advisory cammittee
merbers and enployers, ard a copy of this resolutlon be presented to
each member of the committee.

Chairperson} Tool and Die Design Department

3




47

APPENDIX H

SAMPLE OF CERTIFICATE OF APPRECTATION

"

Vocational Industrial Clubs of Awerten

APPRECIATION -
Sts /Js' 70 1ecor ///12{* |
DR. GENt BASUALUO

, - s /()/' /)((/(// service wr the (14/)( /0 /J///(/// (/
| ///(/ /s//w// /()///A and to ¢ 1/)/!('44 the sivcere
| ’V/’" crerlton (///( ... SOUTHWEST TE NNESSEE o
 (ssac wlror (/ // be Yo (/fm//(// (//(/ 2 //w!/
( //// by (/ (rrecrece /0/'//1//// arnd s¢ p/)()/'/ 70 OUr
| /(m/s arnd /J////oems |

IN WITNESYS WHEREOF DiS « ERTIFICATE 1S SIGNED THIS

' Ll et varor 7 WLLLLAJ. 19 1.{ ‘ i l ,é},{%&/ Mlt <)
. ) 5 . y
4,6) v Y’ QL{Z««éL : : : \%(C/VW L’ LL:_/‘/aL—ru-f_..«" :
PRESIDENT SIAY] ASSOraAY: N . .
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APPENDIX I

'SAMPLE IETTER OF APPRECIATION

May 10, 1975 | |

Mr. Julian A. Carpintero
Production Manager
Victoria Tools and Dies
5042 Liberty  Avenue
Memphis, TN 93418

Dear Mr. Carpintero: - :

Thank you for your cooperation with the Tool and Die Design Program.
Your role has been instrumental in the success of the program. Thanks
to your efforts, all the graduatlng students have been placed in jobs
related to their field of study. The scholarship award program and
the cooperative work-study program that you helped to Jmplement are
now belng used as a model by other craft adv150ry camittees in this
school. .

B

I am convinced that a continuation of a superior program in Tool and
Die Design at its present level is possible only with the support of
a knowledgeable and enthu51astlc advisory camittee.

May I extend to you the good wishes of this institution for your
continued success and dedication.

Very sincerely yours,

Bradley J. Rhodes, Chalnnan
Board of Trustees

BJR:ab

(o2
Lo




