
[Your School's Letterhead]  

[Date]  

[Parent/Guardian's Name]  

[Address]  

[City, State, Zip Code]  

Dear [Parent/Guardian's Name],  

Subject: Notice of [Event/Concern/Meeting]  

We hope this message finds you well. We are writing to inform you about 

[briefly explain the purpose of the notice, e.g., an upcoming school 

event, an academic concern, a meeting, etc.].  

Details of the [event/concern/meeting]:  

- Date: [Insert Date]  

- Time: [Insert Time]  

- Location: [Insert Location]  

- Purpose: [Explain the purpose or importance of the event or concern]  

We encourage you to [action you want the parent/guardian to take, e.g., 

attend, respond, etc.]. Your involvement is crucial for [explain why 

their participation is important].  

If you have any questions or require further information, please feel 

free to contact us at [insert contact information].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[School Name]  

[Contact Information] 


