Your organisation name

Your address

Your phone

Your email address

Insert principal’s name
Insert school

Insert address

Insert date

Dear (Mr/Mrs) (Surname)
The (insert representative group name) is a collaboration of a number of agencies working together to promote a range of activities within the local community.

One of the current initiatives that the group is organising is the (insert program name), which aims to provide children in the local community with access to free sport and physical activity on a weekly basis. Another important program aim is to provide adults in the area with an opportunity to form social networks around the activities.

There are activities and games for boys and girls from (insert age range) years of age. Some of the activities that will be available include (insert activities). There is a wide range of equipment provided and the games that can be played are only limited by imagination.

The emphasis is on participation and fun, ensuring that all children receive the opportunity to be active, learn and practice skills, make new friends and above all have a good time. The activities will take place on (insert day) at (insert time) and will be held at (insert venue).

(insert program name) is managed and implemented by local parents and volunteers who have a strong desire to help the local community. Support for the initiative has been great so far but the group is always looking for new children and parents to turn up and get involved.

Being an initiative that is supporting the local community it would be greatly appreciated if you could spread the word through your school networks. Included are some flyers that may be placed in strategic spots around the school such as notice boards and included in school newsletters.

If you require any further information please contact one of our leaders on the following number(s) (insert names and numbers). We trust you’ll offer your support to this initiative by spreading the word to as many children and families as possible.

Kind regards

(Insert name)
Program coordinator










