
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

permission to [briefly state the purpose of your request, e.g., "conduct 

research," "use company resources," "take leave," etc.].  

[Provide a detailed explanation of your request, including any relevant 

dates, locations, and reasons for your request. Include how it aligns 

with company policies or goals, if applicable.]  

I believe that [state any benefits or positive outcomes resulting from 

your request]. I assure you that [mention any commitments you will 

uphold, e.g., "I will ensure minimal disruption to the team," or "I will 

follow all required protocols"].  

Thank you for considering my request. I am looking forward to your 

positive response. Please let me know if you need any additional 

information or if we can schedule a time to discuss this further.  

Sincerely,  

[Your Name]  

[Your Job Title] 


