Begin consultation early enough to allow sufficient time to collect poverty data, determine student education needs from private school officials, and complete our application to the state by the due date.

Letterhead
[Insert Name]

[Insert Address]

[Insert City, State, Zip Code}

[Insert Date]
Dear [Insert Name]: 

Your students may be eligible for federal education services under Title I, Part A, of the Elementary and Secondary Education Act. Title I, Part A, program provides services to both public and private school children who need additional educational help and who live in Title I public school attendance areas. Services can range from reading instruction several times per week during the regular school day to mathematics instruction after school to counseling services to a family literacy program during the summer. In addition to these student services, Title I may provide professional development activities for teachers of participating children and special activities for families of Title I students.

If you are interested in learning more about the Title I program that your eligible students and teachers could receive in the next school year, please return the enclosed form no later than [insert day at least 10 days after receipt of letter]. You may return the form either by fax to [insert fax number] or by U.S. mail. When I receive your form, I will contact you about our first consultation meeting, which is planned for [insert date at least 10 days after form is due].

We hope that you will come and learn about the Title I services available for your students, teachers, and families. In the meantime, if you have any questions, please contact me at [insert phone number and e-mail address]. I look forward to meeting you soon.

Sincerely,

Title I Director

Enclosure 

Private School Officials Interested in Their Students Participating in the Title I Program

Name of Private School_______________________________________________ 

Name of Private School Official __________________________________________

Title of Private School Official ____________________________________________
Private School Contact (if other than person listed above): _____________________________________________________________________

Phone Number of Contact ________________________________________________

E-mail address_________________________________________________________

Fax___________________________________________________________________

_____Yes, I am interested in my students, teachers, and families participating in Title I programs for the 20__–20__ school year.

_____No, I am not interested in my students, teachers, and families participating in Title I programs for the 20__–20__ school year.

Please return this form by [insert due date] to:

[Insert name]

[Insert phone and fax numbers]

[Insert e-mail address]
