EXAMPLE E-MAIL
Nevada Comprehensive Curriculum Audit Tool for Districts

Team Membership Notification

Dear ___________________:

You have been selected to be a member of the Nevada Comprehensive Curriculum Audit Tool for Districts (NCCAT-D) Audit Team for the _____________School District.  NCCAT-D Audit Team members assist an NCCAT-D Facilitator in administering the Nevada Comprehensive Curriculum Audit Tool for Districts. Duties of a team member typically include assisting in facilitation of focus groups and interviews and participating on data analysis teams. The time commitment of a team member usually encompasses approximately 3 to 5 days.

On <DATE>, I will be conducting an orientation meeting in order to familiarize you with the NCCAT-D process and answer any questions you might have.  Please let me know if you are available on this date or if another date is preferred.

Sincerely,

NCCAT-D Facilitator

NCCAT-D Manual

March 2013

