Sample cover letter to colleagues for Bi-County Music Festivals - All Bands/Sr. High Chorus
See separate letter for Elem and Jr. High Chorus – applications handled differently

[Date]

Dear [Band/Choral] Director:

The JLCMTA [Fall/Winter/Spring] Festival will be held at [School District] on [Give all dates and times]. Our conductor is [Conductor’s name] from [School, Organization, etc./Town].  The program will be selected from the following pieces:  [List compositions and composers; editions too if necessary]. 

If you have scores/octavos for any of these pieces and you are willing to loan them, contact me immediately.  The less we need to purchase or borrow from other sources, the better.

The [Band/Chorus] will include as many members as applications, balance and space will allow.  The [Band/Chorus] will be made up of students in grades [List grade levels involved], only.

Enclosed are copies of the application blanks and preference sheet.  Please fill out an application blank for each student who is applying, check spelling, and be sure to include all requested information.  Failure to do so may disqualify an applicant.  As you select students, please remind them that they must attend all rehearsals in order to participate in the concert and have them clear the necessary dates and times before you send in the application.

APPLICATIONS POSTMARKED AFTER [DATE] WILL NOT BE ACCEPTED

Let’s all make an effort to have this festival [Band/Chorus] be as fine a group as we are able to produce.

Sincerely,

[Band/Chorus] Chairperson

[Give e-mail, fax, phone #’s and mailing address]

Sample Acceptance Letter to colleagues – include names w/ this 
(All Bands/ Senior High Chorus)
[Date]

Dear [Choral/Instrumental] Director,

Enclosed is the list of students accepted from your school.  The treasurer will bill you shortly.  Also, be sure that your school participation fee of $50.00 has been paid.  Please pay all fees in a timely manner.

Rehearsal times and dates are as follows:{ Include info here}
Please inform all students that music must be returned after the concert.  All music not returned will be billed to your school.  Please check the spelling on the list of accepted students.  If there are any errors, contact me immediately.  Remember—only the chairperson fills any vacancies in the ensemble.  Also, one teacher from each school district must be at the festival and students must attend all rehearsals for the full duration.

Sincerely,

[Band/Chorus] Chairperson

Sample cover letter to colleagues for Bi-County Music Festivals—

Elementary/Junior High Chorus only
[Date]

Dear Choral Director:

The JLCMTA [Fall/Winter] Festival will be held at [School District] on [Give all dates and times]. Our conductor is [Conductor’s name] from [School, Organization, etc./Town].  The program will be selected from the following pieces:  [List compositions and composers; editions too if necessary].

If you have scores for any of these pieces and you are willing to loan them, contact me immediately.  The less we need to purchase or borrow from other sources, the better.
The [Band/Chorus] will include as many members as applications, balance and space will allow.  The [Band/Chorus] will be made up of students in grades [List grade levels involved], only.

Please forward your numbers for [Elementary Chorus/Junior High Chorus].  Please e-mail, fax or mail the numbers to me by [give deadline] and I will notify you as soon as possible as to the number of students eligible from your school.  

APPLICATIONS POSTMARKED AFTER [DATE] WILL NOT BE ACCEPTED

Let’s all make an effort to have this festival Chorus be as fine a group as we are able to produce.

Sincerely,

Chorus Chairperson

[Give fax, e-mail, phone numbers, and mailing address]

Preliminary Application—Elementary/Jr. High Bi-County Chorus

POSTMARK DEADLINE: ____________

School Name: ________________________
Director: ____________________

School Phone: _____________


Home Phone: ____________

Total number of chorus students in grades 5 & 6 // 7, 8 & 9:  ______

                                                                              (Elem)  (Jr. High)
Total number of sopranos in above group: _______

Total number of altos in above group: _______

Total number of baritones (Jr. High only) in above group: _______

Sample Acceptance Letter
Elementary/Junior High Chorus – send with chorus preference sheet
[Date]

Dear Choral Director,

Enclosed please find the number of students, by section, eligible to participate from your school.  The treasurer will bill you shortly.  Also, be sure that your school participation fee of $50.00 has been paid.  Please pay all fees in a timely manner.

Please copy and send applications (included in this mailing) home with the students you have selected and return to me the list of names.  FOR ELEMENTARY: You are on your honor to have signed applications on hand.  FOR JUNIOR HIGH: Please send in signed applications with your preference sheet.  FOR BOTH: Also, please include students’ names on the enclosed master list (preference sheet), alphabetized by section.  Please adhere to the postmark/email date deadline to ensure time to type the program.

Each student should return to you a signed application.  Please check spelling, and be sure to include all requested information.  Failure to do so may disqualify an applicant.  As you select students, please remind them that they must attend all rehearsals in order to participate in the concert and have them clear the necessary dates and times before you send in the application to me.

POSTMARK DEADLINE: ____________

Sincerely,

Choral Chairperson
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