
[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],  

I hope this message finds you well. I am writing to seek approval for an 

upcoming school activity that I believe will greatly benefit our 

students.  

**Activity Title:** [Title of the Activity]  

**Date and Time:** [Proposed Date and Time]  

**Location:** [Proposed Location]  

**Purpose of the Activity:** [Brief description of the activity and its 

objectives]  

**Participants:** [Target participants, e.g., grade level, club members]  

**Budget:** [Estimated costs and funding sources]  

I am confident that this activity will enhance our students' [mention any 

relevant skills, knowledge, or experiences]. I appreciate your 

consideration and look forward to your support.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


