
[Your School's Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well. As we approach the [Season/Event 

Name], we are excited to announce our upcoming seasonal events at 

[School's Name]. These events aim to promote school spirit, foster 

community engagement, and provide our students with enriching 

experiences.  

**Event Details:**  

- **Event Name:** [Name of the Event]  

- **Date:** [Date of the Event]  

- **Time:** [Start Time - End Time]  

- **Location:** [Event Location]  

- **Activities Planned:** [Brief Description of Activities]  

We would love to invite you and your family to join us in celebrating 

this special occasion. Your presence would not only encourage our 

students but also strengthen the bond within our community.  

For further information or if you would like to volunteer, please feel 

free to contact [Contact Person's Name] at [Phone Number] or [Email 

Address].  

Thank you for your continued support of [School's Name]. We look forward 

to seeing you at our event!  

Warm regards,  

[Your Name]  

[Your Title/Position]  

[School's Name]  

[Phone Number]  

[Email Address] 


