
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. On behalf of the Parent-Teacher 

Association (PTA), I would like to invite you to a meeting scheduled for 

[Date] at [Time]. The meeting will be held at [Location] and aims to 

discuss important upcoming events, initiatives, and ways we can enhance 

our school community together.  

Your involvement is crucial, and we would greatly appreciate your 

presence and input. Please let us know if you will be able to attend.  

Thank you for your attention, and we look forward to seeing you.  

Warm regards,  

[Your Name]  

[Your Title, if applicable]  

[PTA Contact Information] 


