
[Your Name]  

[Your Position/Title]  

[Your Organization/Institution]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization/Society Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Permission to Conduct Workshops  

1. **Introduction**  

 - Brief introduction of yourself and your organization.  

 - Purpose of the letter.  

2. **Workshop Details**  

 - Title of the workshop(s).  

 - Date and duration of the workshop(s).  

 - Proposed location for the workshop(s).  

 - Target audience and expected number of participants.  

3. **Objectives and Benefits**  

 - Overview of the workshop objectives.  

 - Benefits to participants and the community.  

4. **Logistics and Support**  

 - Required support from the society (venue, resources, etc.).  

 - Any proposed partnership opportunities.  

5. **Conclusion**  

 - Reiterate the request for permission.  

 - Thank the recipient for their consideration.  

 - Provide contact information for any further queries.  

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Organization/Institution] 


