
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Title/Position]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to request permission to hold an event on [date] at 

[location]. The event, titled [Event Name], aims to [brief description of 

the event and its purpose].  

We expect approximately [number of attendees] people and plan to start at 

[start time] and conclude by [end time]. We will ensure that all 

necessary precautions and measures are taken to [mention any safety, 

environmental, or regulatory considerations].  

We would be grateful for your support and cooperation regarding this 

matter. Please let us know if you require any further information or 

documentation to proceed with granting permission.  

Thank you for considering our request.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


