
[Your School's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: [Subject of the Notice]  

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

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

changes in school policy, etc.].  

[Provide detailed information regarding the notice, including dates, 

times, and any relevant instructions or actions required from the 

recipient.]  

Please feel free to contact [insert contact person's name and position] 

at [insert phone number] or [insert email address] should you have any 

questions or require further clarification.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[School Name]  

[School Contact Information] 


