Memo to Principal

(Place on school letterhead)

To: (Insert Principal’s name)
From: (Insert your name)
Subject: School Breakfast Program

Date: (Insert Date)
The School Food Service Department would like to (increase participation in the breakfast program or start a School Breakfast Program), and needs your help and support to be successful. 

There are several ideas I would like to discuss with you about (offering a convenient breakfast service or increasing breakfast participation). I would also like to discuss the academic benefits, health benefits and financial benefits of (starting or growing) the School Breakfast Program. 

I will be in contact with you to set up an appointment and get your suggestions on the best way to implement this program.

Thanks for your time and consideration.

