
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[School/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to request [specific 

request details, e.g., information about school policies, a meeting, 

assistance with a specific issue, etc.].  

As a parent of [Child's Name], who is in [grade/class], I believe that 

[brief explanation of why the request is important].  

I would greatly appreciate your help in this matter and look forward to 

your prompt response.  

Thank you for your time and consideration.  

Sincerely,  

[Your Name]  

[Your Contact Information] 


