
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to request permission to 

[briefly describe the activity or action you are seeking permission for].  

[Provide a detailed explanation of the request, including any relevant 

background information and the reason for your request.] 

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

assure you that [mention any measures you will take to address concerns, 

if applicable]. 

I would greatly appreciate your consideration of my request. Please let 

me know if you need any additional information or if there are any forms 

I should complete in order to proceed. 

Thank you for your time and consideration. I look forward to your 

positive response. 

Sincerely,  

[Your Name]  

[Your Title, if applicable]  

[Your Position/Organization, if applicable] 


