
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[School/Organization Name]  

[School/Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

[Your Grade/Year] student at [Your School Name]. I am writing to request 

[specific reason for your request, e.g., permission to attend an event, 

assistance with a project, etc.].  

[Briefly explain your situation, the importance of your request, and any 

relevant details that support your case.]  

I believe that [explain how the recipient can assist you and the 

potential impact it will have].  

Thank you for considering my request. I look forward to your positive 

response. Please feel free to contact me at [Your Phone Number] or [Your 

Email Address] if you need any further information.  

Sincerely,  

[Your Name]  

[Your Grade/Year]  

[Your School Name] 


