POE Welcome Letter (sample)

_________ Chapter Pipe Organ Encounter 20__
[date]

Dear 

,

Welcome to the _______ Chapter Pipe Organ Encounter 20__! We are so very glad that you will be a part of an exciting week of music. Together we shall have the opportunity to learn, share, listen, and grow…and have a great time as well.  Enclosed is the schedule of events and other important information you will need for your week at Pipe Organ Encounter.

In order to attend the POE , you and your parents or guardians must read the enclosed Consent/Medical/Insurance Form carefully and complete all requested information. Kindly return this form to: 




[Director address] 

This form will be kept on file during the week of POE; it will assist us in the event of an emergency, should medical attention be necessary, or any other special need arise.

If you will be arriving by airplane, bus or train, please fill out the enclosed travel form. A POE coordinator will meet you at your arrival destination; that person will wear a “stick-on” name tag label to identify themselves, we ask that you wear your “stick-on” label, which is enclosed. Please send this completed travel form along with your Consent Form to the POE Director at the above address.

If you are arriving by private car, please return the travel form that so that we will have that information also. Instructions for drop-off by private car are enclosed.
In order that arrangements can be made and all needs met, we request that you return these forms NO LATER THAN June 1, 2005.
All travel during POE week will be by chartered coach, except for travel to lessons, which will be provided by your teacher in your teacher’s private car. Also, students arriving and departing by airplane, train or bus will be transported to and from the POE site by private car.  Students are not permitted to have cars on campus or for any travel to or from events during POE week.

Housing will be in ________________. All rooms are double occupancy. There will be male and female adult chaperones in the residence hall. Girls will be assigned near the room of the female chaperone; boys will be near the room of the male chaperone.

Your organ lessons each afternoon will be with another student who is at the same musical level as you are.  Your teacher will contact you shortly to discuss what music to bring, and to answer any other questions you have about your study.  On Friday morning, June 24, there will be a recital by the students. Your teacher will discuss this possibility with you. Parents and friends are cordially invited to this event; otherwise we request that parents, friends and peers do not visit the campus during the week, as this is a time of cultural growth and fellowship for POE participants.

Please report to ___________________ on _________, 20__ between the hours of 3:00 and 4:30 PM. The dining hall will be open for dinner. When you arrive, you will receive your room assignment, room key, and other information for the week.

We will have a welcome/orientation time together Sunday evening at 5:00 PM. Please try to be “moved into” your room by 5:00 so that you can be present at this event. Many of your questions will be answered at this time. Parents – if you need to get in touch with your son or daughter, the telephone number of ___________ is _____________. The Residence Hall desk is staffed twenty-four hours a day.

We are excited about the week and look forward to seeing you on ______________.

Sincerely yours,

WHAT TO BRING TO POE
Wash cloth and soap (bed linens, blanket, towel, pillow are provided)
Hangars

Alarm clock

Casual cool clothes, but sweaters and light jackets will be necessary at times

One or two dressier outfits

Notebook of music staff paper and pencils

Organ shoes (discuss this with your teacher)

Umbrella

Any music you wish to play 

Swim suit and beach towel, sunscreen

Spending money (no more than $50)

Camera (disposables are the best)

Cell phones are permitted, but parents must understand that there are times 


when the students will be asked to turn them off
