Informal report
[bookmark: _GoBack]
November 7, 2021
 
 
Mrs. Alma Alvarez
Vela Elementary Daycare
Box
City

Dear Mrs. Alvarez
We want to invite in our meeting held on November 7, 2021, in the main all with all the staff and parents. You will be the guest as the principal of Vela Daycare invited to address the parent and staff at a general meeting.
 The event is planned to start from 9.30 Am to 12noon, and then parents should break for their various activities at home. The meeting will have a conversation between parents, staff, and management on the safety measures for the children and the importance of reporting incidents that occur to the kids.
We will appreciate having you in the meeting as the principal of the school as you will deliver your message to both parents and staff for the school's progress. Your leadership has supported the safety of children around the school and has increased the population for the children being served here. We want to present you with a recognition award at this event as we offer presents to the best performing staff at the daycare. 
Thank you,

We look forward to your attendance.
Sincerely 
Name
director of the daycare
