
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Permission  

I hope this letter finds you well. I am writing to formally request 

permission for [specific request or activity], which is planned to take 

place on [date(s)] at [location].  

The purpose of this request is [briefly explain the purpose and 

importance of the request]. We believe that [explain the benefits or 

significance of the activity]. 

To ensure that all necessary precautions and guidelines are met, we are 

prepared to [mention any compliance measures or arrangements you have in 

place].  

I would greatly appreciate your consideration of this request and kindly 

ask for a response at your earliest convenience. Should you require any 

further information or clarification, please do not hesitate to contact 

me. 

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization] 


