[HARVESTIME INTERNATIONAL INSTITUTE]

(Insert address and telephone information]           

Date

Name

Address

City, State, Zip

Dear  [Faculty Member]:

Greetings in the wonderful name of our Lord and Savior Jesus Christ!  

We are really excited about the new semester that begins [date].   You are part of a tremendous team of anointed instructors and a student body that is excited about what God has for us in the weeks ahead.

Here are some important dates you need to mark on your calendar:


[Date]
Faculty Orientation.  All faculty members are required to attend.



We will meet from [time] to [time] at [location].


[Date]
Registration for the fall semester begins. 

                       
[Insert information on registration:  When and where and how it is to be 

                      
done.]


[Date]
Classes commence.


[Date]  Last date to add or drop a class.  

According to our records, you will be teaching the following course(es):


[List course or courses]

If you have any questions, please call the office and one of our staff will be happy to assist you.

We are anticipating a great year together in the work of the Lord.

Sincerely,

Name

Title

