
[Your Name]  

[Your Address]  

[City, Postcode]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[School's Name]  

[School's Address]  

[City, Postcode]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to express my concern regarding [specific issue or 

situation]. This matter has been troubling me as it affects [mention how 

it impacts students, staff, or the school environment].  

I believe that addressing this issue is crucial for [explain the 

importance, e.g., student well-being, academic performance, community 

spirit]. I would appreciate it if we could discuss possible solutions or 

steps that can be taken to improve the situation.  

Thank you for considering my concerns. I look forward to your response.  

Yours sincerely,  

[Your Name]  

[Your Role, if applicable] 


