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RE: Request to let your child attend the upcoming _______________.

Dear Parent,

In our school district, it is mandatory that the school children attend the _________________ (event). The purpose of the _________________ is to __________________ and give the children an opportunity to _______________________________________.

My purpose for drafting this letter is to notify you of the event and also ask you to remit the necessary costs of attendance as stipulated by the _____________________ (governing body).

Attached to this e-mail is the form which you have to fill and re-submit within a ____________ (state the deadline). According to the prevailing rules, keeping quiet or late returns are both interpreted to mean the decline of the permissions altogether.

For any clarifications, you may send us an e-mail via this address __________________ (state the exact e-mail address) or call us on _____________. We are always eager to get back to you soonest possible.


Sincerely,


FirstName LastName

