[on library stationery]

[date]

Dear School Principal,

Enclosed are flyers announcing a new family book discussion program that the [Library Name] will conduct beginning [start date for program].  This program, which is called Together—Book Talk for Kids and Parents, is geared to 9 to 11-year-olds and their parents or other primary caregivers. Its goal is to encourage families to come together and engage in meaningful discussion about books and ideas. 

I would be grateful if you could distribute the enclosed flyers to students in your 4th and 5th grade classes. The Together program is a great opportunity to enrich the reading experience of families in your school, and I very much hope that some of them will join us. 

Please don’t hesitate to be in touch if you or any of your teachers have questions about the Together program or the library in general. Thank you for your time and attention.
Sincerely,

[your name]

[position]

[name of library]
