
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Principal's Name]  

[School's Name]  

[School's Address]  

[City, State, Zip Code]  

Dear [Principal's Name],  

I hope this letter finds you well. I am writing to express my concerns 

regarding [specific issue or incident] that occurred on [date or 

timeframe].  

[Briefly describe the issue, including what happened, who was involved, 

and how it has affected you or others.]  

I believe that addressing this matter is important because [explain why 

it is significant]. I would appreciate your attention to this situation 

and any actions you could take to resolve it.  

Thank you for taking the time to read my letter. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Grade/Class] 


