Date______________________


Dear __________________,

I am your new technology coach.  My task is to assist you in using technology to enhance your standards based lessons.  

I can:

· Help plan lessons

· Model lessons

· Work with small groups of students

· Find links 

· Design templates

· Create PowerPoint, Word, Inspiration, and/or Excel spreadsheet activities 

· Create or find “Student Quick Tips” for activities and software
· Teach you new techniques or software

· Help you plan for laptop use in your classroom
I look forward to working with you over the coming weeks.  My email address is ___________________.  
Sincerely,

_____________________________
A short and simple note to send to the teacher before your first visit or to leave behind at that visit. This will help to reinforce the idea that you’re there to support technology integration-not fix computers.
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