Example School Invitation Letter

Our Ref: 

Date as Email
Dear PE Department

Giant Heptathlon Event

I am delighted to invite you to take part in a new initiative organised in partnership with enter your details here.
This Giant Heptathlon event will involve an inter school athletics coaching and competition format.  The Giant Heptathlon events are being rolled out across Scotland and I would like to invite your school to enter a team of seven boys and seven girls from Secondary One or Secondary Two for the enter event details here.  

Teams will engage in a range of athletics based activities under the guidance and observation of coaches and leaders. Activities will encompass sprinting, hurdling, relays, endurance, jumps and throws.
Details of the event are as follows:
Date –

Venue – 

Time – 
Teams should bring a minimum of one helper/coach/teacher.

An information sheet regarding Giant Heptathlon and an outline timetable is attached for your information.  Please note that we will be following the Indoor Programme.
In the first instance, I would be grateful if you could confirm your Teams place in the event by completing the attached confirmation form and returning this to me by enter return date here.

In the meantime, if you require any help or further information, please contact me at enter your contact details here.

Following your confirmation full final details will be sent out to the school’s PE Department.

Yours sincerely

Enclosed:

Giant Heptathlon Information Sheet

Event Timetable
