Permission Approval Request
Letter

[Your Name]

[Your Address]|

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Date]

[Recipient’'s Name]

[Recipient’s Title]
[Company/Organization Name]
[Company/Organization Address]
[City, State, Zip Code]

Dear [Recipient’'s Name],

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

n u

for [specific request, e.g., “conducting a survey,” “using your facility,”

“organizing an event,” etc.].

The purpose of this request is [briefly explain the purpose, e.g., “to gather data
for my research project on..” or “to hold a community event aimed at..”]. This

initiative is important because [explain the significance of your request, e.g.,
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“it will contribute to our understanding of..” or “it will help foster community

engagement in.."].
Details of the request are as follows:

e Date(s): [provide specific dates or timeframe]

e Location: [specify location, if applicable]

e Duration: [mention how long the request will take]

e Participants: [indicate who will be involved, e.g., “approximately 50
community members”]

¢ Additional Information: [any other relevant details, such as safety

measures, benefits to the organization, etc.]

| assure you that [mention any precautions or commitments, e.g., “we will

adhere to all safety regulations,” “we will minimize disruption,” etc.].

| would be grateful for your consideration of this request and hope to receive
your approval soon. Please feel free to contact me at [your phone number] or

[your email address] if you have any questions or require further information.
Thank you for considering my request. | look forward to your positive response.
Sincerely,

[Your Name]
[Your Title/Position, if applicable]

[Your Organization, if applicable]
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