
SAMPLE WORKSHOP LETTER

Dear [SCHOOL ADMINISTRATORS, TEACHERS, DIRECTORS, PTA MEMBERS, CAMP COUNSELORS, ETC.]

The Missoula Children’s Theatre (MCT) offers a selection of educational workshops to complement the weeklong residency of [SHOW TITLE] here in [TOWN NAME]. After reviewing MCT’s mission statement - Empowering children and adults through theatre education and performance to develop lifelong skills while enriching communities worldwide through live productions - we feel you may want to bring them to your organization!
If you are interested in scheduling workshops, contact [NAME] at [PHONE] by [DATE]. Days and times will be confirmed with the MCT Tour Actor/Directors prior to their arrival. We will do our best to honor your request!

The cost of each workshop is $100 or $300 for the assembly option. When planning your workshops, please abide by the maximum number of students and age range. The Tour Actor/Directors are not authorized to exceed the maximum workshop attendance limits and must conduct workshops as a team. A large, clear space (like a multi-purpose room or a classroom with desks pushed to the side) is needed for each workshop. 
Please note that MCT requires that supervisors remain with their students for the workshop sessions.  Being a part of the workshop will not only allow supervisors to share the experience with their students but will also aid in the creation of follow-up activities.

[NAME]

[ORGANIZATION]

[PHONE #]


