Covering letter to graduates

To: Graduate Name, Address
Dear Name or Sir / Madam,

The University of (INCLUDE HERE THE NAME OF THE UNIVERSITY) is taking part in a European pilot project entitled Tuning Higher Education Structures in Europe, supported by the European Commission Directorate General for Education and Culture. The project, which involves 75 universities from 16 European countries, aims to improve the way institutions of higher education respond to the needs of the European job market.

Since you are a recent graduate in (INCLUDE HERE THE AREA) we would like to ask you to assist us in this project by spending a few minutes of your time completing the enclosed anonymous questionnaire. The questions relate to the skills and competences required in your professional work as well as the level of development of these skills and competences achieved by your degree programme. Your answers will be very valuable in redesigning higher education programmes to meet the needs of future students.

In order to give us time to process the results, we would be grateful if you could complete and return the questionnaire, in the prepaid envelope provided, by 5th October 2001.

Many thanks for your co-operation,

(signed)

Covering letter to employers

To: Director of Personnel, Name And Address of Organisation
Dear Name or Sir / Madam,

The University of (INCLUDE HERE THE NAME OF THE UNIVERSITY)  is taking part in a European pilot project entitled Tuning Higher Education Structures in Europe, supported by the European Commission Directorate General for Education and Culture. The project, which involves 75 universities from 16 European countries, aims to improve the way institutions of higher education respond to the needs of the European job market.

Given your (company’s/organisation’s) position as an employer of graduates in  (INCLUDE THE NAME OF THE AREA), we would like to ask you to assist us in this project by spending a few minutes of your time completing the enclosed questionnaire. The questions relate to the skills and competences required in professional work as well as the level of development of these skills and competences realised by degree programmes in this area. Your answers will be very valuable in redesigning higher education programmes to meet the needs of employers such as your (company/organisation).

In order to give us time to process the results, we would be grateful if you could complete and return the questionnaire, in the prepaid envelope provided, by 5th October 2001.

Many thanks for your co-operation,

(signed)

