Team Secretary Communication Template (3) 
Initial and/or introductory note to the team chair

[bookmark: _GoBack]Dear [Team Chair]: 

Attached are a draft schedule and writing assignments for your review. I have had a preliminary discussion about the schedule with the school's faculty accreditation lead. Please let me know when would be a good time to call you to discuss the schedule, potential agenda, and visit logistics.

Sincerely,

Team Secretary

