
[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],  

Subject: Request for [Specify the Purpose]  

I hope this letter finds you well. I am [Your Name], a student in [Your 

Grade/Class] at [School's Name]. I am writing to formally request 

[provide a brief description of your request].  

[Add any relevant details or reasons that support your request. Explain 

why it is important and how it may benefit you or the school community.]  

I would greatly appreciate your consideration of my request and am 

hopeful for a positive response. If needed, I am available for a meeting 

to discuss this further.  

Thank you very much for your time and attention.  

Sincerely,  

[Your Name]  

[Your Grade/Class] 


