
Official Letter to Principal

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Principal’s Name]

[School Name]

[School Address]

[City, State, Zip Code]

Subject: [Brief Summary of the Letter's Purpose, e.g., Request for Special

Permission, Concern About School Policy, etc.]

Dear Principal [Last Name],

I am [your relationship to the school, e.g., a parent of a student, a teacher, etc.], and I

am writing to you regarding [specifically stating the purpose of your letter, such as

addressing a concern, requesting assistance, proposing a new initiative, etc.].

[In the body, provide a clear and detailed explanation of your concern or request. If

relevant, include specific details like dates, names of individuals involved, and any

previous discussions or actions related to the matter. Be concise yet thorough in

describing the issue and why it requires the principal’s attention.]

I believe that [explain any suggestions you have for resolving the issue or how you

would like to see the situation addressed]. I am confident that your understanding and

intervention can help us reach a favorable resolution.
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I am available to meet at your convenience to discuss this matter further. Please feel

free to contact me at [your phone number] or [your email address]. I look forward to your

response and appreciate your prompt attention to this important matter.

Thank you for your time and consideration.

Sincerely,

[Your Signature (if sending a hard copy)]

[Your Printed Name]
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