
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Permission to Organize [Event Name]  

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

permission to organize a [type of event, e.g., community festival, 

charity run, etc.] on [date] at [location]. The event aims to [briefly 

state the purpose of the event, e.g., promote community engagement, raise 

funds for a cause, etc.].  

We anticipate approximately [number of attendees] participants and have 

taken necessary steps to ensure a safe and enjoyable experience, 

including [mention any safety measures, permits obtained, etc.].  

We would greatly appreciate your support in granting us permission to 

proceed with this event. Should you have any questions or require further 

details, please feel free to contact me at [your phone number] or [your 

email].  

Thank you for considering our request. We look forward to your positive 

response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Organization Name, if applicable] 


