
[Your Name]  

[Your Title/Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Event Authorization Request  

I hope this message finds you well.  

I am writing to formally request authorization for the upcoming [Event 

Name], scheduled to take place on [Event Date] at [Event Location]. This 

event aims to [briefly describe the purpose of the event, e.g., raise 

funds, build community awareness, celebrate an achievement, etc.].  

Event Details:  

- Date: [Event Date]  

- Time: [Event Start Time] to [Event End Time]  

- Location: [Event Location]  

- Expected Attendance: [Number of Attendees]  

- Activities Planned: [Brief description of activities, e.g., speakers, 

workshops, entertainment]  

We believe that this event will greatly benefit [mention target audience 

or community] and contribute to [mention any relevant goals or 

objectives]. We have taken the necessary steps to ensure all safety and 

logistical preparations are in place.  

Please let us know if you require any additional information or 

documentation to facilitate this authorization process. Your support is 

essential for the success of our event, and we greatly appreciate your 

consideration.  

Thank you for your attention to this matter. I look forward to your 

positive response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title/Position]  

[Your Organization] 


