
Request for Assistance at School Function 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request your assistance with the upcoming 

[Name of the Event] scheduled for [Date of the Event] at [Location]. As you know, this event is 

important for our school community, and your support would be invaluable. 

We are in need of volunteers to help with various activities such as [list specific tasks, e.g., 

setting up, serving food, managing games]. Your involvement would greatly enhance the 

experience for our students and families. 

If you are available and willing to assist, please let me know by [RSVP Deadline]. Your 

participation would mean a lot to us. Thank you for considering this request. 

Sincerely, 

[Your Name] 

[Your Position] 

[School Name] 

[Contact Information] 


