
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Society/Association Name]  

[Society Address]  

[City, State, Zip Code]  

Subject: Request for Permission  

Dear [Society/Association Name or Recipient's Name],  

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

permission to [specify the activity or event] on [date] at [location].  

Details of the request:  

- Purpose of the activity/event: [Brief description]  

- Expected number of attendees: [Number]  

- Duration: [Start time to end time]  

- Additional requirements: [Any special requests or needs]  

We assure you that all necessary precautions will be taken to ensure the 

safety and convenience of all residents. We are looking forward to your 

positive response.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position, if applicable] 


