Town Hall Budget Dialogue 
Attendance confirmation email/letter

Date
Dear ____________:


Thank you for accepting our invitation to participate in the upcoming town hall budget dialogue session on (day), (date) at (time) in (location).  

This is a reminder that the session will last about two hours. An agenda is attached for your information. Please be there to register about 20-30 minutes before the session is to begin. This will help us ensure that we can start on time.  

If you have any questions prior to the session, please contact (name) at (phone number) or (email address). Thank you in advance for your participation and we look forward to seeing you there.

Sincerely,


Board Chair

XYZ School Board

