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----------------------------------------------------------------------------------------------------------- 
 
Letter to School Principal 
 
Date:  
 
Dear  
 
I would like to talk with you about my daughter / son   _______________ 
 
Would you please give me a time when I can see you.   
 
 
Thank you 
 
 
Yours sincerely, 
 
_________________ 
Parent / Guardian 
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------------------------------------------------------------------------------------------------------------ 
 
 
Reply to Parent / Guardian 
 
 
Dear Parent / Guardian, 
 
 
I can see you on 
 
Date: ______/__________/_______at_________ am / pm 
 
 
 
Yours sincerely, 
 
______________ 
School Principal 
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------------------------------------------------------------------------------------------------------------ 
Letter to Parent/Guardian 
 
 
Date: 
 
Dear      
 
I would like to talk with you about your daughter / son_______________ 
 
Can you please come to the school on  
 
Date_____________/_________/_______at________am/pm     
 
If you cannot come on that date please make an appointment with the secretary.     
 
Thank you. 
 
Yours sincerely, 
 
______________ 
School Principal 
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-------------------------------------------------------------------------------------------- 
 
Reply to Principal 
 
 
Dear  
 
I can see you on 
 
Date: _____________________________at_________ am / pm 
 
 
Yours sincerely, 
 
________________ 
Parent / Guardian. 
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---------------------------------------------------------------------------------------------------------- 
Letter to Parent / Guardian 
 
 
Date:________/___________/ 
 
Dear Parent / Guardian, 
 
You are invited to ……………………………………………………… 
In the school on_________/__________/_____________ am/pm 
 
Please let us know if you can attend. 
 
Yours sincerely,  
 
____________________ 
School Principal/Teacher 
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-------------------------------------------------------------------------------------------- 
 

Reply to Principal 
 
 
Dear  
 
I can attend on 
 
Date: _____________________________at_________ am / pm 
 
 
Yours Sincerely, 
 
________________ 
Parent / Guardian. 
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