
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Organization/School Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. My name is [Your Name], and I am [Your 

Age] years old. I am writing to you because I would like to [explain your 

request clearly, e.g., ask for permission to organize a school event, 

request new books for the library, etc.].  

I believe that [briefly explain why your request is important or 

beneficial]. It would mean a lot to me and my friends because [add a 

personal touch or reason].  

Thank you for considering my request. I am looking forward to hearing 

from you soon.  

Sincerely,  

[Your Name]  

[Your Grade/Class]  

[Your Contact Information] (if appropriate) 


