SAMPLE LETTER 

TO LOCAL LEADERS

(Use school stationery.)

Current Date

Inside Address

Dear XXXX:

It is with great pleasure that I invite you to be a special guest at XYZ Charter School during National Charter Schools Week on June 1, 2004.

We are scheduling a variety of activities at XYZ Charter School between 10 a.m. and noon to celebrate the progress of our school and students.  We will lead tours of our classrooms, and students will be on hand to demonstrate their award-winning science fair projects.  A special presentation will be made at 11:30 a.m. for local guests, including community and business leaders.

During our XX years of operation, our school has grown to enroll XXX students in grades X through X.  Their families and the many parents who have added their children’s names to our lengthy waiting list clearly believe in us.  I hope you will come and learn about our formula for success.

Please call me at XX (telephone number with area code) if you have any questions.  Someone from our charter school will call your office during the next two weeks to confirm your attendance.

Sincerely,

Name

Lead Person Title

