
[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, e.g., "use your facility for a 

community event" or "access proprietary information for research 

purposes"]. 

The details of my request are as follows:  

- Purpose: [Explain the reason for the request]  

- Date and Time: [Specify the proposed date and time]  

- Duration: [Mention how long you will need access or use]  

- Any other relevant details: [Include any other necessary information] 

I believe that [reason why this request is valuable or important]. I 

assure you that all activities will be conducted in a professional manner 

and in accordance with any guidelines you may provide. 

If you require any additional information or documentation to consider my 

request, please do not hesitate to let me know. I appreciate your 

consideration and look forward to your response. 

Thank you for your time. 

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Organization, if applicable] 


