College Visit Toolkit
Scheduling your visit: Sample email to college admissions offices

 - - - 

Dear (insert name of admissions officer or other campus contact):

I am a (teacher, counselor or administrator) at (name of school) in (city and state). Our (grade level) graders are interested in learning more about (name of college or postsecondary program). Would it be possible for us to schedule a campus visit?
[bookmark: _GoBack]
We are available the following dates and times:
(insert a bulleted list of available dates and times)

We anticipate bringing (number) students and (number) chaperones. We would love (insert any specific requests... see the example list on the next page). 

On behalf of (name of school) and our students, I thank you for your consideration and look forward to planning an educational and fun event with you!

Sincerely, 
(Your name), (your title)
(Your school)
(Your phone number(s))
- - - 
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