
Request for Approval 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Recipient's Name]  

[Recipient's Title]  

[School's Name]  

[School's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I am writing to request approval for my participation in the upcoming educational field trip to 

[Destination] on [Date of Trip]. This trip will provide valuable learning experiences related to 

[Subject/Topic]. 

I believe that participating in this trip will greatly enhance my understanding of [Explain 

Benefits]. I understand the importance of maintaining responsibility and adherence to school 

policies during this time. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Grade/Class]  

[Your School]  


