
[Your Name]  

[Your Position]  

[PTA Name]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

Dear PTA Members, 

I hope this message finds you well. We are scheduled to hold our upcoming 

PTA meeting on [Date] at [Time]. We will convene in [Location]. Please 

find below the agenda for our meeting: 

**PTA Meeting Agenda**  

**Date:** [Date]  

**Time:** [Time]  

**Location:** [Location]  

1. Welcome and Introductions  

2. Approval of Previous Meeting Minutes  

3. Principal's Report  

4. Financial Report  

5. Upcoming Events  

 - [Event 1: Description and Date]  

 - [Event 2: Description and Date]  

6. Open Floor for New Business  

7. Adjournment  

We value your participation and input, and we look forward to seeing 

everyone there. If you have any additional items you would like to 

discuss, please feel free to reach out. 

Sincerely, 

[Your Name]  

[Your Position]  

[PTA Name] 


