
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[School Name]  

[School Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to formally request the 

opportunity to attend the upcoming Parent-Teacher Association (PTA) 

meeting scheduled for [date and time] at [location].  

As a concerned parent of [Child's Name], who is in [Grade/Class/Year], I 

believe that participating in the PTA meetings is essential for staying 

informed about our school's programs and initiatives, as well as 

supporting our teachers and administration.  

Please let me know if there are any specific topics on the agenda that 

will be discussed or if there are any materials I should review prior to 

the meeting.  

Thank you for your attention to this matter. I look forward to 

contributing positively to our school community.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


