Sample Formal Request Letter for Permission to Organize an Event

Date: [Insert Date]

To,

[Name of the Recipient/Authority]
[Designation/Position]
[Organization/Department Namne]
[Address]

Subject: Request for Permission to Organize [Event Name]
Dear [Sir/MadanvRecipient's Name],

I am writing on behalf of [ Your Organization/Group Name] to formally request your esteemed permission to organize [Event Name] on [Proposed
Date] at [Venue/Location]. The event is intended to [briefly state the purpose, €.g., promote awareness, celebrate, raise funds, etc.], and we
anticipate participation from approximately [expected number of participants] attendees.

To ensure smooth conduct of the event, we have taken into account all required safety measures and will strictly adhere to all relevant protocols
and regulations set forth by your office. We also commit to managing resources efficiently and maintaining the decorum expected at the venue.

Event Details:

Date: [Proposed Date]

Time: [Start Time] to [End Time]

Venue: [Full Address of Venue]

Number of Participants: [Expected Number]

Special Requirements: [ Any special permissions/resources, e€.g., sound system, seating, etc. |

We kindly request your approval for this event. Please let us know if any further documentation or formalities are required. We look forward to
your positive response and assure you of our utmost cooperation in ensuring the success of this event.

Thank you for considering our request.

Yours sincerely,

[Your Full Name]

[Your Position, if any]
[Organization/Group Name]
[Contact Details: phone/email]
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