
[School Letterhead]  

[Date]  

[Parent/Guardian Name]  

[Address]  

[City, State, Zip Code]  

Dear [Parent/Guardian Name],  

Subject: [Subject of the Communication]  

We hope this letter finds you well.  

[Opening paragraph - Briefly introduce the purpose of the letter.]  

[Middle paragraphs - Provide detailed information about the topic, 

including any important dates, events, or actions required.]  

[Closing paragraph - Summarize key points and express any final thoughts 

or encouragement.]  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[School Name]  

[Contact Information] 


