
Requisition Letter to

Principal

[Your Name]

[Your Position/Relation to the School (if applicable)]

[Address (optional)]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Principal's Name]

[School Name]

[School Address]

[City, State, Zip Code]

Subject: Request for [Specific Request or Resource Needed]

Dear Principal [Principal’s Last Name],

I hope this letter finds you well. I am writing to request your assistance/support in [briefly

state the purpose, such as obtaining new resources, addressing a facility issue,

organizing an event, etc.]. As a [your role, e.g., teacher, parent of a student], I have

noticed [briefly describe the issue or need that has prompted your request].

[Provide a detailed explanation of what you are requesting and why it is necessary.

Include any relevant details that will help the principal understand the context and

urgency of the request. For instance, if you are asking for new library books, explain

how the current resources are insufficient.]

This [resource, program, repair, etc.] is vital for [explain the importance of the request,

focusing on how it will benefit the students, enhance the educational environment, or
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improve operations within the school]. I believe that with your support, we can achieve

[mention the expected outcome, such as improved student engagement, enhanced

learning opportunities, etc.].

I am more than willing to discuss this matter further and collaborate on how best to

implement this request. Please let me know a convenient time for us to meet or feel free

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

favorable response and appreciate your consideration of this important matter.

Thank you for your attention and the dedication you consistently show to our school’s

success.

Sincerely,

[Your Signature (if sending a hard copy)]

[Your Printed Name]

[Your Position/Relation to the School (if applicable)]
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