
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Society/Organization Name]  

[Society Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Permission  

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

permission for [briefly explain the purpose of your request, e.g., an 

event, use of space, etc.] on [specific date(s)], organized by [your 

organization/group name].  

The details of the [event/activity] are as follows:  

- **Date:** [insert date]  

- **Location:** [insert location]  

- **Purpose:** [explain the objective or goal]  

- **Expected Attendance:** [number of participants, if applicable]  

We believe that this [event/activity] will [mention any benefits to the 

society/organization or community]. We assure you that we will adhere to 

all guidelines and protocols that your society requires during the 

[event/activity].  

We would greatly appreciate your support and approval for this 

initiative. Should you need any additional information, please feel free 

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

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

response.  

Sincerely,  

[Your Name]  

[Your Position/Title, if applicable]  

[Your Organization/Group Name] 


