
Permission Letter for Official Messages 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to formally request your permission to send official messages on behalf of [Your 

Department/Team] regarding [subject or purpose of the messages]. These communications are 

intended to [briefly explain the purpose and importance of the messages]. 

By granting this permission, you will enable us to ensure timely and effective communication 

with [mention target audience or stakeholders]. I assure you that all messages will adhere to our 

organization's communication guidelines and maintain a professional tone. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department/Team] 

[Company/Organization Name] 

[Contact Information] 


