
PA Sponsored Social Event Email Template: 
 
TO: (Insert Grade) Parents 
FROM: (Insert Name of PA rep or event sponsor) 
SUBJECT:  (Insert Grade) (Insert Event Name) 
(Reply To:  (Insert Name of PA rep or event sponsor) at (Insert email address) ) 
 
  
Dear (Insert Grade) Parents –  
 
Please mark your calendars for the (Insert Event Name)!  
 
DATE:  (Insert Date) 
TIME:   (Insert Time) 
LOCATION: (Insert Location) 
 
(Insert any other details including what they need to bring, if anything, and if 
siblings/parents/grade level kids only are invited, etc.) 
 
Please RSVP no later than (Insert RSVP by date) by replying to this message, calling me at 
(Insert phone number if desired), or emailing (Insert email address).   
  
(Insert any other personalizations.) 
 
I hope to see you all there, 
 
(Insert Name of PA rep or event sponsor), (Insert Grade) PA Rep (or other title as necessary) 
  
 
 
*When completed, please email this template to the Communications Secretary, Adia Molloy, at 
adia.molloy@gmail.com.   
 
**Please make sure that you take pictures of your event and send them to Emily Zunda at 
hendersoe@countryday.net to be posted on PALive!  
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