
Write a Letter to the Headmaster - Example 
 

[Your Name]​
[Your Address]​
[City, State, Zip Code]​
[Email Address]​
[Phone Number]​
[Date] 

[Headmaster's Name]​
[School Name]​
[School Address]​
[City, State, Zip Code] 

Subject: Request for Permission to Organize a Charity Event 

Dear [Headmaster's Name], 

I hope this letter finds you well. I am writing to request permission to organize a charity event at 
our school premises. 

As members of the student council, we have been discussing ways to contribute to our 
community and make a positive impact. After careful consideration, we have decided to 
organize a charity event to raise funds for [name of the charity or cause]. 

Our proposed event will include various activities such as bake sales, talent shows, and 
donation drives. We believe that this initiative will not only raise funds but also raise awareness 
about the importance of giving back to those in need. 

We assure you that all necessary arrangements will be made to ensure that the event is 
well-coordinated, safe, and adheres to school policies and regulations. We will also ensure that 
it does not disrupt regular school activities. 

We kindly request your approval and support for this initiative. Your guidance and 
encouragement would be invaluable in making this event a success. 

Thank you for considering our request. We look forward to your positive response and are 
available to discuss any further details or concerns you may have. 

Sincerely, 



[Your Name]​
[Your Position/Grade]​
[Your Contact Information] 
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