

Appendix F
Chair’s Letterhead

To:
Visiting Committee Member

School, City, State

From:
Chair of the Visiting Committee

Date:


Subject:
Evaluation Visit to Evaluated School – {Date of Visit}

I am looking forward to working with you on the {evaluated school) evaluation on {dates of visit}.  I enclose a tentative schedule.  Our organizational meeting will be at 4:00 p.m., Sunday, {date} at the {hotel}.  At that time there will be a detailed schedule with specific assignments.

I also enclose a questionnaire which will help me develop preliminary assignments for our visit. I would appreciate your returning it as soon as possible.  While we are all “generalists” for this visit, we will divide responsibility for writing the several sections of our report.  I want to be sure that each area is covered and that, insofar as possible, each member of the visiting committee is working in an area of his/her competence and interest.  Please return the questionnaire by {week to 10 days}.

I have arranged to have (IBM/Apple) computers available in our workroom at the school.  If you wish to bring your own laptop, please be sure to let me know.

You will receive a copy of the self-study and information regarding lodging from the school about four weeks prior to the visit.  Please read the self-study carefully and make notes of issues and concerns.  We will have a very busy schedule once we arrive at {evaluated school} and we should not still be reading this material for the first time.  

I look forward to working with you on this important assignment.  Please don’t hesitate to contact me if you have questions in advance of the visit.

Enclosure

