LETTER A:  Large Brochure







Date
Mr. and Mrs. New 

1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,

Welcome to St. Cecelia!  We are delighted to learn of your interest in our school and pleased to provide the enclosed brochure for your consideration.  At St. Cecelia, your daughter, Christiana will enjoy a very challenging academic program in an environment that provides a level of personal attention that ensures the cultivation of her special gifts.

· Our students score significantly higher on all standardized tests than the national norm, and each year our graduates are accepted at the finest high schools (private and magnet) in the area.  

· At St. Cecelia, our academic program is complemented by our commitment to moral and faith development.  The impressive results of this combination can be seen from our youngest pre-schoolers to the 8th graders.

· Our small size assures that no one “slips through the cracks.”  A recent survey of students and parents at St. Cecelia indicated that “being known” by other students, teachers and staff was a great value offered at our school.  New students have often remarked on how comfortable they feel here, from the very first day of school.  

Christiana’s interest in _______ makes St. Cecelia School an even better choice, since our _______ program is widely recognized for its _______.  


Please come visit!  We would love to show you around and give you and your daughter a chance to meet some of the other children, teachers and parents here.  I will call soon to arrange an appointment at your convenience.


Looking forward to welcoming you in person soon!  








Warmly,








Steven Williams







Principal

P.S.
Don’t miss our ______________ on ________ at ______.  Watch your mail for details!

LETTER B:  Highlights Sheet







Date
Mr. and Mrs. New 

1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,

Back in ____, my wife and I began to look into options for our son’s schooling.  Michael was __ years old (match age) and we wanted to select the school that would offer the best experience.  

Our primary goal was to find a school that would provide not only excellent academics but also a warm environment and grounding in faith and values.  We looked at more schools than I can remember, but St. Cecelia School was the clear winner on numerous fronts.  As a Catholic family…  OR  Although we are not Catholic…
Test results, high school acceptances and scholarship offers just begin to describe the outcome of an education at St. Cecelia.  These were certainly part of our expectations.  But the manner in which the school is run – the friendliness of the students, the commitment of the faculty, the involvement of the families – these have all proven to be equally important and greatly appreciated.

I’m hard-pressed to describe precisely what happens day to day, but I can tell you this: our son – now in 8th grade – is becoming a young man of whom I am enormously proud, and there’s no denying the role that St. Cecelia plays in this.  This isn’t just a Dad bragging.  Our friends and relatives have also noticed and frequently comment, “He’s such a good friend,” “He really has his head on straight,” and “It’s so nice to see a kid who understands right from wrong.”  Michael is doing well academically, but he’s also showing what kind of a man he will become.

It’s a big decision.  Speaking as a parent who has recently chosen St. Cecelia, I know you can’t find a better school and believe me, our family searched far and wide.  If you have ANY questions, I would be happy to talk with you.  My number is _______.







Sincerely,








John Kearney







Current St. Cecelia Parent

P.S.
Although St. Cecelia’s tuition is comparable to other schools, there’s no denying that it’s expensive (although financial aid is available).  But I firmly believe that going elsewhere would “cost” us much more.

LETTER C:  Testimonials & Dates







Date
Mr. and Mrs. New 


1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,


Just a quick note to let you know about some of the upcoming events at St. Cecelia School that you and your daughter, Christiana, are invited to attend.  

As you can see from the enclosed list, there’s a lot going on these days!  We’d love to welcome you to each and every function, but if you can only make a few, I hope you’ll try to join us for…

· Next best event

· Second best event

And of course, you can arrange a visit whenever you like.  Just give me a call and we’ll pick a date.  On that day, you’ll have a chance to sit in on the ______ class and meet the teacher that Christy will have next year.  It’s a great way to get a taste of St. Cecelia and see if this is a good fit for your daughter.  


I’m also enclosing some remarks from parents that have either recently made the decision to choose St. Cecelia or who are about to “complete” the experience as their children will graduate this year.  These insights may be helpful in your own deliberations about which school can offer Christiana the best experience.  

At St. Cecelia, our values-based environment matches our exemplary academics.  This is a winning combination resulting in top test scores and an even more impressive display of moral development.    


As always, let me know if there’s anything else I can do to help.  My direct line at St. Cecelia is __________ or you can e-mail me at ________________.







Fondly, 








Steven Williams







Principal

P.S.
Include a handwritten note based on the kind of contact that currently exists.
LETTER D:  No Enclosure








Date
Mr. and Mrs. New 


1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,


The other day Brian Duffy told me that you were considering St. Cecelia for your son, Eddie.  As a faculty member here for the past 12 years, I’ve watched countless youngsters pass through our doors and without exception they are better for it.


At St. Cecelia we see a great deal of growth in our children − academically, without a doubt.   The students here are challenged to reach as far as they can scholastically, and we look with pride at the many top high schools that actively recruit our students.  

But they also grow up during their years here.  As they cross the threshold to young adulthood, we are proud to see examples of integrity, morality, honesty and conscience in our students.  


The families at St. Cecelia have a lot in common.  First, they seek a solid academic program with plenty of opportunity.  Equally important, our families desire an environment that echoes the values of their homes.  They want their sons and daughters to get plenty of personal attention so that their unique abilities are developed and their special needs are addressed.  At St. Cecelia the “lessons learned” are not just used on exam day but rather are lessons for life.


There are lots of fine schools out there, but the St. Cecelia size, philosophy and family offer a rare combination of influences that contribute to not only what your son/daughter knows but also who he/she becomes.  My fellow faculty members join me in inviting Eddie to the Class of 20__.  








Sincerely,








Thomas Emmett







St. Cecelia Faculty

P.S.  You will be pleased to know that this year’s Science Fair winner was from your parish!
LETTER E:  Ad Slick with Post-it

Dear Mr. and Mrs. New,


This ad really sums up the St. Cecelia advantage and our daughter’s experience.  Catrina is an 8th grader and she is keenly aware of how well prepared she is for her freshman year at St. Ignatius College Prep.  She also sees how some of her friends from other schools are likely to struggle.  In considering St. Cecelia School for your daughter, you couldn’t make a better choice.








Helen and Francis Smith







St. Cecelia Parents








Class of ______
LETTER F:  Article or Letter to the Editor
Date

Mr. and Mrs. New 

1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,


I hope you and Michael can join us on _________ at _____ for our ____________.  We would be delighted to see you and give you another chance to visit St. Cecelia.

Meanwhile, I think you may be very interested in the enclosed article that appeared in ___________ on ___________.  It sums up the St. Cecelia experience and demonstrates the tremendous advantage this kind of education can offer a young man in these days when ____________________.  


As parents who are obviously putting a great deal of thought into the school selection process, you may find this information helpful.  If you would like additional insights or materials, please don’t hesitate to contact me at any time.  








Sincerely,








Steven Williams







Principal

P.S.
Include a handwritten note based on the kind of contact that currently exists.
LETTER G:  Press Release/Post-It

Here’s the latest from St. Cecelia School!

I thought you’d be interested in this press release about our ____________ and the benefits it offers all the children here at St. Cecelia.  (Details based on release; two sentence max)  You may see this (or a shortened version) in your local paper soon, but I wanted to give you a first glimpse.








Victoria Kastenholz








Title
LETTER H:  Novena Invitation/Pastor

Date


Mr. and Mrs. New 

1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,


As Pastor at St. Cecelia Parish, it is my privilege to join the faculty and staff in providing an environment that encourages a life of virtue and moral development in each of our children.  In addition to daily Mass, which is available to all our school children, many join in liturgical celebrations throughout the year.  Often their families participate as well.  


This November, you are most cordially invited to join us for our annual Novena.  The enclosed invitation offers all the details, but I wanted to add a personal note to let you know how very welcome you and your family would be.   


As we near the season of Thanksgiving, we are very grateful for the wonderful families who make St. Cecelia School a uniquely rewarding and fulfilling experience for their children.  We will keep you in our prayers this holiday season.







Yours in Christ,








Rev. Richard Jones







Pastor

LETTER I:  Phone List/Board Member

Date


Mr. and Mrs. New 

1234 Any Street

Somewhere, IL 60000

Dear Mr. and Mrs. New,


Greetings from the St. Cecelia School Board!  As you narrow down your search for a school that best meets Elizabeth’s needs, interests and personality, we thought you might enjoy talking with some of the parents who recently made the school selection decision for their children.


The enclosed list of names and telephone numbers will give you a chance to speak with some new parents who, like you, have considered many options before choosing St. Cecelia.  We’ve also enclosed contact information on others who have been here for some time and can speak to the long-term St. Cecelia experience.


This is a very exciting time for our school!  A number of recent facility improvements have been made, and our _______ program is set to expand to grades _______ in September.

Technology enhancements at St. Cecelia include…

· This,

· That, and

· The other thing.

Let us know if there’s any other information you need.  We look forward to seeing Beth in the Class of 20__.







Sincerely,








Kathryn Siska







School Board Member

P.S.  If you have any questions, or would like to talk with a member of our Board about St. Cecelia, please feel free to call me at ____________.  

