
[Your School's Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip]  

Dear [Recipient Name],  

I hope this letter finds you well. As a valued member of the [School 

Name] alumni community, we want to reconnect with you and update you on 

the exciting developments and opportunities at the school.  

[Paragraph about recent achievements or changes at the school, such as 

new programs, awards, or facilities.]  

We also want to hear from you! Sharing your achievements and experiences 

can inspire current students and fellow alumni. If you're interested, 

please let us know by reaching out to us at [contact information].  

Additionally, we are organizing [event, e.g., an alumni reunion, 

networking event, etc.] on [date] at [location]. We would love for you to 

join us and reconnect with fellow alumni and faculty.  

Thank you for being an important part of our school's legacy. We look 

forward to hearing from you soon!  

Warm regards,  

[Your Name]  

[Your Title]  

[School Name]  

[Contact Information]  

[School Website] 


