
[Your School/Organization Letterhead] 

[Date] 

[Parent's Name]  

[Parent's Address]  

[City, State, Zip Code]  

Dear [Parent's Name], 

Subject: Notification Letter 

We hope this message finds you well. We are writing to inform you about 

[specific reason for the notification, e.g., an upcoming event, a change 

in schedule, student behavior, etc.].  

[Provide relevant details regarding the notification, such as dates, 

times, expectations, and any actions required by the parents.] 

We appreciate your cooperation and support in this matter. Should you 

have any questions or concerns, please feel free to reach out to us at 

[contact information]. 

Thank you for your attention. 

Sincerely,  

[Your Name]  

[Your Position]  

[School/Organization Name]  

[Contact Information] 


