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«Title» «First_Name» «Last_Name»
«Address»
«City», «State» «Zip»
Dear «Title» «Last_Name», 
Greetings from the 1st Grade Radcliffe Rainbows class! I am Ms. Teresa Stills, «Child»’s teacher.  The class play, “At the End of the Rainbow” is fast approaching and I am meeting with each parent to go over what is expected of each child’s part and costume.

I would like to meet with you on «Date»h, Thursday night, 5:30 PM in classroom 1.  Please notify me immediately if this timeframe does not work so I can schedule you for a different time. I look forward to sharing the Rainbow’s exciting plans for the play! 
Best Regards,
Ms. Teresa Stills
