
[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: Application for [specific purpose - e.g., admission, 

scholarship, position] 

I am writing to formally apply for [specific purpose] at [School's Name]. 

[Briefly explain your background and reason for application, including 

any relevant experience or qualifications.] 

I believe that [reason why you would be a good fit for the opportunity or 

school]. [You may include specific achievements or skills that support 

your application.] 

Thank you for considering my application. I look forward to the 

opportunity to contribute to [School's Name] and hope to hear from you 

soon. 

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


