Approval Request for School Outing
Date: [Insert Date]

To: [Principal's Name]

From: [Your Name]

Subject: Approval Request for School Outing

Dear [Principal's Name],

I hope this message finds you well. I am writing to seek your approval for an upcoming school
outing organized for [Class/Grade/Group Name] on [Date of Outing].

The proposed outing aims to [briefly explain the purpose of the outing, e.g., educational
experience, team-building activity, etc.]. We plan to visit [Location] which offers [describe
relevance to curriculum or benefits].

Details of the outing:

Date: [Insert Date]

Time: [Insert Start and End Time]

Location: [Insert Location]
Cost: [Insert Cost, if applicable]

Please let us know if you require any additional information. We look forward to your positive
response.

Thank you for considering our request.

Sincerely,

[Your Name]

[Your Position/Relationship to Class]



