[School Name]
[Address]
Email: [Insert]
Website: [Insert]
[Send Date]
Dear Parent/Carer,
Proposed School Trip to Madrid, Spain – [DD MM–DD MM YYYY]
The [MFL/History/Art & Design] Department is excited to offer pupils in [Year Group] the opportunity to participate in a residential school trip to Madrid, Spain from [Start Date] to [End Date].
This enriching experience is open to all students studying [Languages/History/Art] and will bring classroom learning to life through first-hand exposure to a wealth of cultural, historical and geographical sites. Students will explore Madrid’s vibrant street life through a range of cultural attractions, renowned galleries and local visits. Planned excursions include: 
Santiago Bernabéu Stadium tour
Prado National Museum
Puerta del Sol
To ensure a safe and reliable trip, we are working with Voyager School Travel, a trusted specialist in educational tours. Voyager is an accredited member of the School Travel Forum (STF), which ensures that all aspects of the trip are professionally risk assessed and meet national safety guidelines. They are also ATOL bonded, so all bookings are financially protected. Voyager will provide all travel, accommodation, and insurance arrangements.
Accommodation will be on a full board basis for X nights, with all meals included from [Meal/Time on Departure Day] to [Meal/Time on Return Day].
The total cost of the trip is £XXX (based on a minimum of 40 students). This includes:
- Return transport
- Full board accommodation
- All excursions and entrance fees
- Comprehensive travel insurance

Please note: The cost may increase slightly if fewer students take part. Spending money and drinks (aside from water at meals) are not included.
Sign Up & Ballot Process
We have capacity for XX students. If interest exceeds this number, places will be allocated via a ballot to ensure fairness. The ballot will be drawn on [Date]. You do not need to pay a deposit at this stage.

To express your interest, please [insert action e.g. complete the attached form / register via the school portal] by [Deadline Date]. Families of successful applicants will be notified shortly after the ballot, and a non-refundable deposit of £XXX will then be required by [Deposit Due Date]. Unsuccessful applicants will be placed on a reserve list in ballot order.
Payment Schedule
	Payment Due Date
	Amount

	[Date]
	£XXX

	[Date]
	£XXX

	[Date]
	£XXX


Please make payments via [Insert School Payment System].
Important Travel Information
Students will require their own passport, which must be valid for at least six months beyond the return date.
Note: No student will be excluded due to financial hardship. If you have any concerns regarding payment, or would like to discuss financial assistance, please contact the Finance Office in confidence.
If you have any questions about the trip, please do not hesitate to get in touch.
Yours sincerely,
[Name]
[Job Title]
