
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Application for Special Use Permit 

I am writing to formally request a Special Use Permit for [describe the 

purpose or activity, e.g., hosting an event, operating a business, etc.] 

at [specific location or address].  

The details of the proposed use include:  

- **Description of the Activity**: [Explain the planned activity in 

detail.]  

- **Duration**: [Specify the dates and times of operation.]  

- **Justification**: [Provide reasoning for why the permit should be 

granted, including any benefits to the community and compliance with 

zoning laws.]  

I have attached any necessary documentation, including [list any 

supporting documents, such as maps, plans, or letters of support].  

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

positive response. 

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title or Position, if applicable]  

[Your Organization, if applicable] 


