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[Month Day, Year]
[Parent/Guardian Name]
[Street Address]
[City], Michigan [ZIP]
Subject: [What this letter is about]
Dear [Parent/Guardian Name],
[Open with the single most important point. Families should understand the purpose of the letter from the first sentence. For example: "Starting Monday, October 5, all students will enter through the main office doors."]
[Add one or two short paragraphs of detail. Use everyday words. Aim for a reading level that most families can read quickly, and keep sentences under about 20 words.]
What You Need to Do
1. [Action, with a deadline if there is one]
1. [Action]
Key Dates
Table 1. Important dates related to this letter
	Date
	What happens

	[Month Day]
	[Event or deadline]

	[Month Day]
	[Event or deadline]



Questions
Please call [Name] at [Phone] or email [email@district.org]. We are glad to help.
Sincerely,

[Name]
[Title]
[School Name], Negaunee Public Schools
[Phone]  |  [email@district.org]
Accessibility and Language Help
If you need this document in another format (large print, braille, audio, or accessible electronic file) or in another language, or if you need an interpreter for a meeting, contact Mary LeMoine, 504 Coordinator, at (906) 475-7861 or mary.lemoine@negauneeschools.org. There is no cost to you.
The District does not discriminate on the basis of race, color, religion, national origin, ethnicity, sex (including pregnancy, gender identity, or sexual orientation), disability, age, height, weight, marital or family status, veteran status, ancestry, genetic information, military status, or any other legally protected category (collectively, “Protected Classes”), in its programs and activities, and provides equal access to the Boy Scouts and other designated youth groups as required by law. The District prohibits unlawful discrimination, including unlawful harassment and retaliation.
Questions about this policy may be directed to Mary LeMoine, 504 Coordinator, at (906) 475-7861 or mary.lemoine@negauneeschools.org.
Template note: Delete this note before sending. This letter is written so it also works as an email or web post: the Heading 1 is the subject line, and the sections keep their structure when pasted into a district communication tool. Keep the "Accessibility and Language Help" section on every family letter.
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