Specimen Letter Scheduling School of Instruction


LETTERHEAD

DATE

Re:
Templar District ________ School of Instruction

Dear Eminent Commanders:

It is my honor to represent our Grand Commander, Right Eminent _______________, in District ____ this Templar Year.  After seeking some input in the scheduling of the District ___ School of Instruction, the School will be held on Saturday, ________, 20____, at ___________ Commandery #___, <Address>> in __________, with registration at _____ __.m. and the School commencing at _____ __.m

Our Host Commandery has agreed to provide us with coffee, juice and sweets during the registration and fellowship time, as well as a lunch beginning about 12:00 noon.  Please assist them by notifying their Recorder, SK ____________, <Address>, <City>, TX <Zip> (<Phone>) or their Eminent Commander, SK  ____________, <Address>, <City>, TX <Zip> (<Phone>) of the number from your Commandery you expect to attend so our hosts can properly plan for and provide adequate refreshments, etc. for us at the School. 

I am tasking ____________ Commandery No. _____, <the winner of the Ritual and Tactics plaques this past year>, to work with our host Commandery, as well as the other Commanderies in District ___, and be responsible for coordinating the manning the stations for our review of the floor movements in the Opening and Closing and the Order of the Temple.  The implication of this assignment is that, of course, I expect that Sir Knights from other Commanderies in the District are encouraged to contact the Commander of _____________ to assist in filling the stations.  However, if necessary, Sir Knights from other Commanderies present will be drafted that morning to fill any vacant stations.  The general idea is for this to be a District ___ event and not a ___________ or _________ event.  Following the exemplification of the work, we will conduct a Conclave.  

I will only be serving as your facilitator at this School.  I will not be teaching, but instead, we will all be teaching and learning from each other and our District Committeemen.  I learn something new every time I attend one of our schools.  This will also be an opportunity for each Commandery to obtain clarification of their Ritual and Tactics questions.  If the District Instructor or one of the Grand Commandery officers present<<—you are honored to have ____ from your District—>>cannot answer them, I will get an answer and will personally respond to your question as soon as I have an acceptable answer.

It is also my practice at “my schools” to call upon all of the District Committeemen to address the assemblage on their particular area of responsibility during the Conclave portion.  By copy of this letter to each of them, I am requesting that they be prepared to comment on the Grand Commander’s program served by their committee.

You are reminded that for you and your Recorder, to qualify for the Merit Award, you must each attend a School of Instruction, in addition to achieving the other requirements. The requirements are found in Chapter 56, Articles 344, 345 and 346 of the Statutes and Regulations of this Grand Commandery.

As noted by the Grand Commander in his General Order No. 1, Series 20__-20__:

Each Commandery will be reminded of Article 113, “ At such Schools of Instruction it shall be the duty of ALL officers of each Commandery, situated in such District to attend.”

Thus, Eminent Commander, it is YOUR DUTY to see that, at very least, ALL officers of your Commandery to attend the District School of Instruction.  Of course, we would like to have other SK’s in attendance as well.  However, please ensure that each one of your officers does, in fact, attend this School or another School of Instruction.  It is my hope that I will not be disappointed in their absence, and that I will not disappoint you or them for their having attended.

All Sir Knights should dress casual—I will—and bring their chapeau, belt and sword. 

If you have any questions, please feel free to call me at my office (______________) or at my home (_________________).  If I am not immediately available, I will return your call as soon as possible.  I will also respond to your email if sent to me at ________________________.  Feel free to contact me at my email address since it is a quicker, as well as being a very inexpensive method of communication.  I will try to promptly respond to your concerns.  If you have an email address at which I can correspond with you, I would appreciate having it.  

Finally, I look forward to renewing friendships and getting to meet and develop new ones when I see you and your Sir Knights at the School in _________________.  

IN HIS NAME,

<<Your Name>>

cc:
Recorder

District _______ Committeemen

Grand Officers and PGC’s
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