
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

KTM [School/Organization Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well.  

I am writing to request permission for [specific activity or event, e.g., 

a field trip, extracurricular activity, etc.] that is scheduled for 

[date(s)]. As a [grade/class] student at KTM, I believe this opportunity 

will greatly benefit my [learning experience/development] in [mention 

relevant subjects or skills].  

[Optional: Briefly describe the activity, its educational value, and any 

relevant details, such as location, time, and cost.]  

I understand the importance of obtaining permission for this engagement 

and assure you that all necessary arrangements will be made to ensure a 

safe and productive experience.  

Please let me know if you require any further information or if there are 

forms I need to complete. I appreciate your consideration of my request 

and look forward to your positive response.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Contact Information]  

[Your Grade/Class] 


