
[Your Name]  

[Your Title/Position]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to inform you about our 

upcoming Kindergarten Graduation event at [School Name], scheduled for 

[date] at [time]. This special occasion will celebrate the achievements 

of our kindergarten students and mark their transition to the next stage 

of their education. 

The ceremony will include performances by the students, speeches from 

faculty, and the presentation of certificates. We invite parents, family 

members, and the community to join us in honoring our young graduates. 

Please let us know if you will be able to attend this joyful celebration. 

Your support means a great deal to our students and their families. 

Thank you for your consideration, and we hope to see you there! 

Warm regards,  

[Your Name]  

[Your Title/Position]  

[School Name] 


