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Waiakea High School Senior Project

155 West Kawili Street

Hilo, HI 96720

Phone (808)974-4888  Fax (808)974-4880




Invitation Letter Format
Your parents and your community mentor have been an important part of your success in school and the Senior Project. They should be invited to your Senior Project Academy Awards Night.

Prepare a letter of invitation, one to your parents and one to your mentor, using the suggested format.
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January 1, 2011





Parent or Mentor Name


(Company Name for Mentor)


4321 Their Avenue (or your home address)


Hilo, Hawaii  96720





Dear __________:





(First Paragraph) 


Explain the purpose of your letter, i.e. that you are inviting them to your Academy Awards Senior Project Presentation Night. Provide the place, date, day, and time of your Academy’s night. (Check the website or with your academy advisor.)





(Second Paragraph)


You should explain in a sentence or two why you would like them to attend. Remind them again of the place, date, day, and time. Tell them that you hope to see them there, etc.





Sincerely,





Signature (put 4 spaces between Sincerely and your printed name).





Typed Student Name








Waiakea High School Senior Project


155 West Kawili Street


Hilo, Hawaii  96720


808.974.4888











