
Letter of Requirement for Professional 

Security Staff 

Date: [Insert Date] 

To: [Security Company Name] 

Address: [Security Company Address] 

Dear [Recipient's Name], 

We are organizing an outdoor event, [Event Name], scheduled to take place on [Event Date] at 

[Event Location]. In light of the anticipated attendance and the nature of the event, we require 

the assistance of professional security staff to ensure the safety and security of all guests, staff, 

and property. 

We would like to request the following services: 

• Security personnel for crowd management 

• Access control to ensure only authorized individuals enter the venue 

• Emergency response team in case of any unforeseen incidents 

• Regular patrols of the event area 

Please provide us with a proposal including the number of staff, their qualifications, and pricing 

details at your earliest convenience. Should you require further details about the event or our 

specific needs, do not hesitate to contact us at [Your Contact Information]. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


