[Your Name]

[Your Position/Title]
[School Name]

[School Address]

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

[

[

[

Principal's Name]

Principal's Position]

[School Name]

Dear [Principal's Name],

Subject: Request for Permission

I hope this message finds you well. I am writing to formally request
permission for [briefly explain the purpose, e.g., a field trip, a
special event, etc.].

The details are as follows:

- **Event/Activity:** [Name of the event]

- **Date(s) :** [Date(s) of the event]

- **Location:** [Location of the event]

- **Purpose:** [Brief explanation of the purpose of the event]

- **Participants:** [Who will be involved, e.g., specific classes, grade
levels]

- **Additional Information:** [Any further details such as costs,
transportation, supervision]

I believe that this event will be beneficial for our students as it
[explain the benefits]. I assure you that all necessary arrangements will
be made to ensure safety and compliance with school policies.

Thank you for considering my request. I look forward to your positive
response.

Sincerely,

[Your Name]

[Your Contact Information]



