Subject: Your Name – Designation

Dear Mr. /Ms. Last Name:

My name is Duncan Stephen. I am the father of Malia Stephen. I draft this letter in response to a request by the school authorities where my daughter studies. They asked me to allow my daughter to take a trip to Disneyland.

[bookmark: _GoBack]The trip, as per my understanding, is to commence on January 20th, 2020, and conclude on January 27th, 2020. It shall commence from my city, Fresno, California and end in Anaheim, California.

I have attached the scanned copies of all the relevant documents that are crucial to the facilitation of the travel. In case of the need for further clarification, feel free to give me a call via 714-765-2453.

As always, I wish my child a favorable trip and stay at the facility.



Sincerely,
Your name

