SAMPLE LETTER #2
For letterhead, logo, title, etc


TO: 	Athletic Directors, Principals, Coaches,
RE:	Event	
FROM: 	
DATE:	

We are looking forward to hosting the Region V 				on				. Please make a note of all deadlines so we can receive information on time. 

ROSTERS/ENTRYS
Participant fees & passes will come from rosters/entry forms. Include information on how to send in.

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 						

ALL-ACADEMIC 
Seniors with an overall 3.0 GPA should be included on the enclosed form. Please fill out the attached form. Return by 				

ALL CONFERENCE
Attached is the selection criteria for all conference. Coaches please read over the criteria and be prepared to vote for All Conference at the coaches meeting. 

GREAT SPORT
Please fill out the attached form. Return by 				

PRACTICE TIMES
To schedule practice times contact 					.
[bookmark: _GoBack]
SEEDING
Teams will be seeded according to their conference match record in their division. In case of a tie, the tied teams shall be seeded according to their conference match record against each other.  If a tie still exists, the tied teams shall be seeded according to their conference game record against each other. If a tie still exists the tied teams shall be seated according to point differential. If a tie still exists, the tied teams shall be seeded according to their conference match record against common opponents, beginning with the first place team and progressing on down, if necessary, and if a tie still exists, the tie will be broken by a blind draw with the first team chosen seated highest. The draw will be conducted by the Region V President, or if their school is involved, by the Region V Secretary.

TICKET INFO
There are 		 individual sessions. ASAA passes may be used for all sessions.
	TOURNAMENT PASS			
	INDIVIDUAL SESIONS
	Adult			
	Student (6th-12th grade)			
	Child (1st-5th grade)/Senior Citizen			

WARM UP
Information on where and how warm-up will be handled

LOCKER ROOMS
The home team will use the boy’s locker room and the visiting team the girl’s locker room. Teams will be allowed in the locker rooms 1 hour prior to game time. When your game is over please be considerate of other teams that are preparing to play. The locker room is not secure; please do not leave things unattended. 

HIGH SCHOOL USE
Each group will be assigned a room at the high school. These rooms will be available from 4:00 PM to 11:30 PM on Thursday, and from 4:00 PM on Friday until the end of the tournament on Saturday. You may use the rooms as a place to meet, relax, and store things. Each coach will be given a key. Because of security we ask that you keep these rooms locked at all times. When you are done with the rooms at the end of the day, please make sure they are clean and things are returned to their original places.

OTHER
· We will be playing the National Anthem at the beginning of each session. 
· The coaches meeting time will be determined when we have arrival times of all teams.
· Dance – Saturday, Time, Cost

ATTACHED
· Tournament Schedule
· Practice Schedule
· Accommodation Information
· Housing/Transportation Form
· Skill Contest Rules
· All-academic form
· All-conference criteria
· Map
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