
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title (if applicable)]  

[School Name]  

[School Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

currently a student at [Your School Name]. I am writing to [state the 

purpose of your letter in one or two sentences]. 

[In the next paragraph, provide more details about your request, concern, 

or information you wish to share. This may include personal experiences 

or specific examples that are relevant to your purpose.] 

I would greatly appreciate your support or guidance regarding [reiterate 

your main request or concern]. Thank you for taking the time to read my 

letter. I look forward to your response. 

Sincerely,  

[Your Name]  

[Your Grade/Class]  

[Your Contact Information] 


