
[Your School's Letterhead] 

[Date] 

Dear Parents/Guardians, 

Subject: Reminder about [Specific Event or Task] 

I hope this message finds you well. I would like to remind you about 

[mention the event, assignment, or important date].  

Details are as follows: 

- **Event/Task:** [Specify] 

- **Date:** [Specify Date] 

- **Time:** [Specify Time, if applicable] 

- **Location:** [Specify Location, if applicable] 

It is important for [students/children] to [briefly explain the 

importance of the event or task]. We appreciate your support and 

cooperation in ensuring that [students/children] are prepared. 

Please feel free to reach out if you have any questions or need further 

information. 

Thank you for your attention to this matter. 

Warm regards, 

[Your Name]  

[Your Position]  

[School Name]  

[Contact Information] 


