SAMPLE INITIAL LETTER
For letterhead, logo, title, etc


TO: 	Athletic Directors, Principals, Coaches,

RE:	Event
	
FROM: 	

DATE:	

Enclosed is initial information for the upcoming 				tournament. Please make a note of all deadlines so we can receive information on time. More detailed information will follow.

ATTACHED
· Tournament Schedule
· Practice Schedule
· Accommodation Information
· Housing/Transportation Form
· Pass Request Form

PROGRAM 
· DUE 						
· Email info – 				
· Include roster & digital photo of all teams
· Include school logo.

HOUSING/TRANSPORTATION 
On the form include your mode of transportation, time of arrival and departure, if you need to be picked up, where the coaches are staying, cell phone contacts, and any prearranged housing. While some may not need them ALL ATHLETES SHOULD ARRIVE WITH SLEEPING BAGS.

	DUE 						


PASSES
Participant passes will come from rosters and be handed out at the coaches meeting. Enclosed is a form to request adult and student tournament passes.  Individual session tickets will be sold at the door. ASAA passes may be used for all sessions.

	DUE 						
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