Permission Request Letter
To Visit an Organization

[Your Name]

[Your Address]|

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

[Phone Number]
[Date]

[Recipient’'s Name]
[Recipient’s Title]
[Organization Name]
[Organization’s Address]

[City, State, Zip Code]
Dear [Recipient’'s Name],

| hope this message finds you well. | am writing to formally request permission
to visit [Organization Name] on [proposed date(s) of the visit]. The purpose of
my visit is [explain your purpose, e.g., “to learn more about your operations
and explore potential collaboration opportunities” or “to observe your

workflow for educational purposes”].

| would greatly appreciate the opportunity to tour the facility and meet with

relevant staff to gain insights into [specific area of interest, e.g., “your research
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practices” or “your production processes”]. This visit will significantly
contribute to [your objective, e.g., “my professional development” or “my

academic research”].

Please let me know if the proposed date is suitable or if any adjustments need
to be made. | am happy to provide any additional information or

documentation if required.
Thank you for considering my request. | look forward to your positive response.

Sincerely,
[Your Name]

[Your Signature (if submitting a printed letter)]
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