
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Admissions Office]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Admissions Committee/Specific Person's Name],  

1. **Introduction**  

 - Briefly introduce yourself and your purpose for writing. 

2. **Background Information**  

 - Share relevant information about your child (age, current school, 

interests). 

3. **Reasons for Applying**  

 - Explain why you are interested in this particular school (values, 

curriculum, community). 

4. **Child's Achievements and Traits**  

 - Highlight your child's achievements, skills, and personality traits 

that make them a good fit for the school. 

5. **Involvement and Contributions**  

 - Describe how your family is willing to contribute to the school 

community. 

6. **Conclusion**  

 - Thank the admissions committee for considering your application and 

express your hope for a positive response. 

Sincerely,  

[Your Name] 


