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Colorado International School

Business Office

4100 E. Iliff Avenue

Denver, CO  80222

Tel.:  (303) 282-6666

Fax:  (303) 759-5035

Email: coisaccounts@gmail.com
www.coloradointernationalschool.org
August 3, 2011
Dear Parents of CoIS Students:

The Business Office would like to take this opportunity to welcome you to Colorado International School.  While we have already had contact with you over the summer, we would like to remind you about the following procedures at the School:

1. The Business Office is open on Tuesday afternoons, usually between 1 and 4 p.m.  At other times, you may contact the email listed above or speak directly with the Head of School.  

2. Monthly tuition must be received by the School on or before the 15th of each month.  
3. If you are paying by check, please put your check in an envelope with your child’s name, language program, and grade on it and drop it into the white payment box by the front door.  Please do not give payments directly to staff at the School; they are not authorized to accept payments on the School’s behalf and have standing instructions to refer you to the white payment box instead.  
4. If you are paying by credit card, kindly confirm to the email above that you have completed the appropriate credit card authorization form for 2011-2012.  Your credit card will be processed so that the School receives your payment by the 15th of each month.  
5. All Enrichment Programs have a flat prepaid fee for the semester. This enables the CoIS staff and you to plan efficiently for your child’s learning and care throughout the school day. If you must use the Enrichment Program on days other than those you have prepaid, you must pay the drop-in hourly rate regardless of the number of minutes your child is in the Enrichment Program. The drop-in rate must be paid at the time you pick up your child that day. For example, if you are late picking up your child in the afternoon (after 3 p.m. for students in K-8th and after 4 p.m. for preschool students), CoIS will enroll your child in the Enrichment Program for that period of time and charge you a flat $15 drop-in rate.  This applies regardless of the time you arrive after 3 p.m. or 4 p.m. whether it is 10 minutes or 50 minutes after that hour.  On those occasions please contact the front office to let the staff know that you will be late picking up your child.  Please do not call staff members directly and ask them to care for your child until you get there; the School requires that their personal cell phones be off during working hours and staff members have standing instructions to enroll any students in their care at 3 p.m. (K-8th) or 4 p.m. (preschool) into the Enrichment Program. For your child’s safety and the efficient operation of the School, we appreciate your understanding and cooperation on this matter.
6. The School’s 2011-2012 operating hours for K-8th are 8:00 a.m. to 2:45 p.m.  This means that all preschool students who are dropped off at the School between 8:00 a.m. and 8:45 a.m. will automatically be enrolled in the CoIS Ambassador Club for that 8:00-9:00 a.m. time period and, if not prepaid for the semester, automatically charged the flat $15/hour drop-in rate (payable at the time of drop-off).   
7. The PTSO is a separate entity from the School.  All PTSO fundraising checks (eBooks, Original Works, ButterBraids) must be made payable to CoIS PTSO, not to the School directly. 

8. The School’s Financial Aid procedure permits two series of awards throughout the school year.  In April 2011 the School’s Financial Aid Committee awarded grants for the August through December 2011 semester.  In December 2011 the School’s Financial Aid Committee will award grants for the January-May 2012 semester.  Only families currently enrolled in CoIS are eligible to apply for a December grant for the spring semester.  In April 2011 the School’s Financial Aid Committee will award grants for the first semester of the 2011-2012 school year.  Please contact the Front Office if you would like more information about this procedure.

Please do not hesitate to contact us if you have any questions or concerns.  We always appreciate your feedback and work hard to ensure that the Business Office operates in a streamlined, efficient yet confidential manner.

We look forward to an excellent year at Colorado International School with you and your family.

Sincerely Yours,

Peggy Malchow Sass




Chris Deaser

Head of School




Business Manager

