
Formal Letter  
Application for leave to attend a family function 
 
32, Tulsi Nagar, 
Mumbai – 400089 
Date: 04/08/2025 



 
To, 
The Principal, 
PKIS Chakan , 
Pune 
 
Subject: Application for leave to attend a family function 
 
Respected Madam, 
 
I have to attend a family wedding on 5th August. Kindly grant me leave for one day so 
I can attend the function with my family. 
 
Thank you. 
 
Yours obediently, 
Students Name 
Class 5A, Roll No. 15 
 
 

Example 2.  Request to Organize a Cleanliness Drive 
 
78, Shanti Nagar, 
Pune – 411038 
Date: 04/08/2025 
 
To, 
The Principal, 
PKIS Chakan , 
Pune 
 
 
Subject: Request to organize a cleanliness drive 
 
Respected Sir/Ma’am, 
 
I request you to organize a cleanliness drive in our school campus. It will help us keep 
our surroundings clean and teach students good habits. 
 



Thank you. 
 
Yours obediently, 
Students name 
Class 5A, Roll No. 10 
 
 
 
 
ESSAY WRITING FORMAT  
 
📌 Title: [Write the name of the essay in the center] 
 
🔹 Introduction (2-3 lines): 
- Start with a general idea about the topic. 
- Give a small background or reason why it is important. 
 
🔹 Body (4-5 lines): 
- Write 2–3 main points with details or examples. 
- Use simple, clear sentences. 
 
🔹 Conclusion (2-3 lines): 
- End with a summary or your thoughts/feelings about the topic. 
 



 







 
 
 
 


	Example 2.  Request to Organize a Cleanliness Drive 

