FORMAL LETTER

1.  Recipient’s Information:
Write the recipient’s name, title, and  address and date after giving one line gap.
4. Subject:
Include a concise subject line that clearly states the letter’s purpose. 
5. Salutation:
Use a formal salutation like “Respected Sir/Madam” 
6. Body:
The body should be organized into clear paragraphs. 
Paragraph 1: Introduce yourself and state the reason for writing. 
Paragraph 2 (and subsequent paragraphs): Provide necessary details, explanations, and background information. 
Concluding Paragraph: Summarize key points, state your desired outcome, and express appreciation or request further action. 
7. Complimentary Close: 
Use a formal closing such as “Yours faithfully,” or “Yours sincerely,”. 
8. Signature:
Leave space for your signature above your typed name and title (if applicable). 










Write a letter to the Principal for a half-day leave. 

The Principal,
Satish Chandra Memorial School,
Chakdaha.

8th July 2025, 
Sub- Request for a half day leave. 
Respected Sir, 
With all due respect, I, ( your name), a student of Class (Class name /Section), would like to request a half day leave today  (mention the current date).
I am suffering from high fever and find it difficult to focus and sit in the class. I am not feeling comfortable and want to go home as soon as possible. 
I will be highly obliged if you grant me a half day leave. 
Thanking you,
Yours faithfully/ sincerely,
(YOUR FULL NAME)
Class-
Sec-
