Appendix D
Evaluated School Letterhead







Date

Chair of the Visiting Committee

School

City, State, Zip

Dear __________:


Let me further clarify some details of the visiting committee's visit to {school}.  We are looking forward to it and I believe the arrangements will be excellent.


Reservations have been made for you and members of your committee at {name of hotel}.  Each of you has a single room.  There is available for your use at {hotel} a room {name of room} to be used as a meeting place for your group.  We have also reserved a room at {school} for your use during your stay.  This room will contain computers, conference and work tables, and equipment for making coffee and/or tea.


On the first day of your visit, Sunday, {date}, committee members are invited to my house at 6:00 p.m. for cocktails and dinner.  I will also invite the members of my administrative committee.  This committee includes the heads of the three schools.  Also included will be the chair of the Board of Trustees.  This should make a nice group for an evening of preliminary discussions so important to the future of the school.  I will be sure that we wind up by 8:30 p.m. so you can get your committee together at the {hotel} for last minute planning before the visit begins on Monday morning.







Sincerely,







Head of School

cc:
Director of the Commission on Independent Schools

