
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Principal's Name]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Principal's Name],  

I hope this letter finds you well. My name is [Your Name], and I am [your 

relationship to the school, e.g., a student in grade X, a parent of a 

student in grade Y, etc.]. I am writing to formally request [state the 

reason for your request, e.g., permission for a school event, a meeting, 

an absence, etc.].  

[In this paragraph, provide a detailed explanation of your request. 

Include any relevant information such as dates, times, and specific 

details that support your request.]  

I believe that [explain why your request is important or beneficial, 

either to you or to the school community as a whole].  

I would greatly appreciate your consideration of my request, and I am 

looking forward to your response. Please feel free to contact me at [your 

phone number] or [your email address] should you require any further 

information.  

Thank you for your time and attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Student ID or Class, if relevant] 


