
[Your Aquatic Center's Name]  

[Your Aquatic Center's Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Communication]  

We hope this message finds you well! We want to take a moment to update 

you on important information regarding our swim team.  

[Insert main content of the letter here, including details about 

practices, upcoming events, competitions, or any changes to schedules.]  

Thank you for your continued support of our swim team. If you have any 

questions or need further information, please do not hesitate to reach 

out.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Aquatic Center's Name] 


