[Your Name]
[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]
[
[
[
[

Principal's Name]

College Name]

College Address]

[City, State, Zip Code]

Dear [Principal's Name],
Subject: [Subject of the Request]

I hope this letter finds you in good health. I am [Your Full Name], a
[Your Year/Program, e.g., second-year student in the Department of XYZ]
at [College Name]. I am writing to formally request [briefly state the
purpose of your request, e.g., permission for a special project, leave of
absence, etc.].

[Include a brief explanation of your request, providing any necessary
details to support your case. This can be a paragraph or two.]

I would be grateful if you could consider my request and provide your
approval. I am looking forward to your positive response.
Thank you for your attention.
Sincerely,

[Your Name]

[Your Student ID (if applicable)]



