
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Society/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 [describe the purpose of your request, e.g., organizing an 

event, conducting an activity, etc.] on [specific date(s)] at [location].  

[Provide a brief explanation of the reason for the request, including any 

relevant details about the event or activity.]  

We ensure that all necessary precautions and regulations will be followed 

to maintain the safety and security of all participants. [Include any 

additional information, such as expected attendees, duration of the 

event, etc.]  

I kindly request your consideration of this proposal. Should you require 

any further information or documentation, please do not hesitate to 

contact me at [your phone number] or [your email address].  

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

positive response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Position/Title (if applicable)] 


