
Letter Writing to Headmaster - Template 
 

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

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

Subject: [Subject of Your Letter] 

Dear [Headmaster's Name], 

I hope this letter finds you well. My name is [Your Name], and I am a [mention your 
grade/class/year] student at [School Name]. 

I am writing to bring to your attention [mention the purpose of your letter, e.g., an issue, a 
request, an inquiry, etc.]. [Provide a brief explanation or background information on the matter, if 
necessary]. 

[If it's a request, state the details of your request clearly and politely. If it's an issue, explain the 
situation concisely and respectfully. If it's an inquiry, mention the specific information or 
clarification you seek.] 

I believe that addressing this matter is important for [explain why it's important for you, your 
classmates, or the school community]. Therefore, I kindly request your attention and assistance 
in resolving [or addressing] this issue. 

I am confident that with your guidance and support, we can [mention your desired outcome or 
solution]. 

Thank you for taking the time to consider my request [or concern, or inquiry]. I look forward to 
your response and to working together to [state your desired outcome again]. 

Yours sincerely, 

[Your Name] 
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