1. Sender’s Address:
Write your address on the top left side of the page.
2. Date:
After leaving one line write the date just below the address.
3. Receiver’s Address:
Write the designation and address of the person to whom you are writing (Principal, School name, etc.).
4. Subject:
Mention the purpose of the letter briefly.
5. Salutation:
Write a respectful greeting (e.g., Respected Sir/Ma’am,)
6. Body of the Letter:
Write your message in 2–3 short paragraphs:
· State the reason for writing the letter.
· Give details like date(s) of absence.
· Request for permission or consideration.
7. Complimentary Closing:
End politely with Yours obediently or Yours sincerely or Yours faithfully. 
8. Signature:
Write your name.






Sample Letter  (Letter to Principal for a half day leave)

12, Salt Lake,
Kolkata  – 700088
13th November, 2025

The Principal, 
Satish Chandra Memorial School, 
Chakdaha
Subject: Application for a half-day leave.
Respected Sir,
With due respect, I wish to inform you that I ___(your name)____, a student of Class IV-A, have written this letter to request for a half-day leave on 13th November, 2025 as I have to accompany my mother to the doctor for a medical appointment . 
If you kindly grant me the permission to leave school after the lunch break. I shall remain highly obliged to you for your kind consideration. 

Thanking you
Yours obediently,
___Name____
___Class/Sec___
__Roll No.__



