


Hospitality Introduction Letter
HELLO from your [X] GRADE HOSPITALITY TEAM
Hi All -
INSERT YOUR NAME(s) (AND CHILDS NAME) here!
We have signed up to be the (INSERT GRADE) Grade Hospitality Co-Chairs this year.  We are responsible for coordinating gifts of appreciation for our classroom teachers, assistants, school administrators, and other St John staff members. These include:
· [XXX] Include the occasions you plan to gift throughout the year. Examples include:
· Christmas (Scrip or other gifts for Teachers/Assistants & Staff)
· Catholic Schools Week (Flowers for Teachers/Assistants) [ONLY INCLUDE IF YOU PLAN TO PURCHASE FLOWERS FOR CLASS/GRADE – TRADITIONALLY EACH STUDENT BRINGS AN INDIVIDUAL STEM TO CREATE A BOUQUET]
· End of Year (Scrip or other gifts for Teachers/Assistants & Staff)
· All Staff Appreciation Potluck Lunch (INSERT GRADE) Grade is in (CHECK MONTH YOUR GRADE IS RESP FOR) 
· Hosting Coffee & Donuts after Mass (INSERT GRADE) Grade is on (CHECK DATES YOUR GRADE IS RESPONSIBLE FOR)
· Teacher and Assistants Birthdays and other Random Acts of Kindness as the budget allows. [IF YOUR CLASS PLANS TO RECOGNIZE THESE]

Teacher Appreciation Fund: 
Every year, grade parents pool funds to provide these gifts of appreciation throughout the school year.  

A voluntary contribution of $INSERT AMOUNT, eg $50 or a range eg. $25-$50 is recommended, but any amount is appreciated to help fund these gifts.  Please note, this is purely a voluntary contribution, should you so wish! 
 
Ways To Contribute: 
· Venmo: (INSERT VENMO INFO)
· Paypal:  (INSERT PAYPAL INFO) 
· In person donation to (INSERT YOUR NAMES) (drop-off or pick-up) 
So we can kick off our budget/ gift planning, we’d like to ask that all donations to this fund are made no later than (INSERT DATE)
If you prefer to give money throughout the school year, please use the Venmo contacts.

Budget: 
To better understand why we are asking for this amount of money, here's an Estimated Budget Breakdown for ref: (BUDGET BELOW IS AN EXAMPLE.  ADJUST BASED ON YOUR PLANS AND BUDGET. PLEASE NOTE THAT EACH GRADE IS NOT EXPECTED TO GIFT SCRIP TO ALL STAFF. SOME GIFT TO ONLY GRADE STAFF, OTHERS GIFT TO THOSE WHO SUPPORT THEIR GRADE DIRECTLY.) 
· Christmas Scrip: Two teachers ($100x2), two assistants ($50x2) =$300
· Christmas Scrip, 77 all Parish teachers/staff ($5 each) = $385
· June Scrip for two teachers ($100x2) two assistants ($50): $300 
· June Scrip, 77 all Parish teachers/staff  ($5 each) = $385
· Birthdays two teachers/two assistants: ($30 each x4) = $120
· Total Estimate: $1490 
· Any remaining funds will be put towards Random Acts of Kindness and Charities/Causes that the Teachers support. 
In addition to the gifts mentioned above, X Grade will be hosting a potluck lunch for all staff on DATE. A Sign Up Genius will be sent closer to the date to volunteer to bring a dish and/or host. 
We’re happy to take on this challenge, so you don’t have to think about any teacher/staff gifts this year!!   Here’s to a fun filled year for you, your kiddos and our hard-working teachers, faculty and team!
Feel free to email (INSERT YOUR NAMES AND EMAILS) with any questions!
Best –
(NAMES)



