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On school letter head

[Vic school principal name block]

Dear [sister school principal name]

I am very pleased and excited to hear that your school leadership has approved in principle that our two schools should continue to explore a sister school partnership. 

The purpose of this letter is to establish a regular communication so that we can progress the dialogue and ultimately reach an agreement about the goals and type of collaboration we want for our sister school partnership. 

Sister school partnership is very important to us. We see it as a vehicle to internationalising our school, developing intercultural competence for our staff and students. We have dedicated a team to work on the sister school related matters. The team members are: [names and positions].  I will be the key contact person and I can be contacted via the following methods: (specify the appropriate contact time for each method, taking into consideration the number of participants/interpreter required and time difference)
· Email: xxxx (eg. any time)
· Phone: xxx (eg. Monday 4-5pm)
· Skype: xxx (eg. Tuesday 2-3pm)
I envisage that we will discuss and reach an agreement on the following topics:

· Goals and objectives of sister school partnership
· Areas of cooperation for the achievement of the goals and objectives

· Types of activities for the achievement of the goals and objectives

· Timeline and steps to the formalisation of the sister school partnership.

Please kindly let me know, at your earliest convenience, the contact person from your school, preferred contact method and frequency of contact so we can commence our regular discussion. Please also let me know if you are happy with the proposed discussion topics. 

I have attached some material about my school for your information.  (List if needed, eg.)
· A short introduction to the school (school vision and mission, school population, number of staff, number of students, number of classes, class size, subjects offered, special programs offered…). If needed, refer to school website/annual report for detailed information
· School time, including lunch break, term dates

I look forward to hearing from you and starting the first discussion about the sister school partnership. 

Regards 
[Vic school principal name]

Principal

[Vic school name]
[Date]
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