
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[PTA Chairperson's Name]  

[PTA Address]  

[City, State, Zip Code]  

Dear [PTA Chairperson's Name],  

I hope this message finds you well. I am writing to request an 

appointment to discuss [specific topic or concern] related to [school 

name or specific program].  

I believe that a meeting would be beneficial in addressing this matter, 

and I would appreciate the opportunity to share my thoughts and ideas. 

Please let me know your availability for a meeting at your earliest 

convenience.  

Thank you for considering my request. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Position/Relationship to the School, if applicable] 


