
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Principal's Name]  

[School's Name]  

[School's Address]  

[City, State, Zip Code]  

Dear [Principal's Name],  

I am writing to formally request your approval for [specific request, 

e.g., a project, event, permission, etc.].  

**Introduction:**  

- Briefly introduce yourself and your role (e.g., student, teacher, 

parent).  

- State the purpose of the letter clearly.  

**Details:**  

- Provide background information and details about the request.  

- Explain the significance and potential benefits.  

**Conclusion:**  

- Summarize the request.  

- Mention any additional information or attachments if applicable.  

- Thank the principal for their consideration.  

Sincerely,  

[Your Name]  

[Your Position/Role if applicable] 


