
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Request for Event Approval - [Event Name]  

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

approval for [Event Name], which is scheduled to take place on [Event 

Date] at [Event Location].  

Event Details:  

- **Purpose of the Event:** [Brief description of the event purpose]  

- **Target Audience:** [Who the event is aimed at]  

- **Expected Attendance:** [Estimated number of attendees]  

- **Schedule:** [Outline of the event schedule]  

We believe that this event will [describe the benefits or outcomes 

expected from the event]. To ensure its success, we have [mention any 

preparations or arrangements you have made].  

Attached are the relevant documents, including [list any attached 

documents, such as proposals or budgets].  

I appreciate your consideration of this request and look forward to your 

approval. Please feel free to contact me at [Your Phone Number] or [Your 

Email Address] if you have any questions or need further information.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


