
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Your Email]  

[Your Phone Number]  

[Date]  

[Principal's Name]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Principal's Name],  

I am writing to formally apply for admission to [Grade/Class] at [School 

Name] for the academic year [Year].  

I have chosen your school because [briefly explain your reasons for 

choosing the school, highlighting its values, programs or reputation].  

I would like to provide you with a brief background about [Child's Name] 

who is [Child's Age] years old. [Child's Name] has exhibited [mention any 

relevant qualities, interests, or achievements related to academics or 

extracurricular activities].  

We believe that [School Name] would provide an excellent environment for 

[Child's Name] to [mention what you hope they will gain from attending 

the school].  

Enclosed are the required documents [list any documents you are 

including, e.g., application form, previous report cards, 

recommendations].  

Thank you for considering our application. We look forward to the 

possibility of being part of the [School Name] community.  

Sincerely,  

[Your Name]  

[Your Signature (if sending a hard copy)] 


