
Parking Access Authorization Letter 

Date: [Insert Date] 

Recipient Name: [Insert Recipient Name] 

Recipient Address: [Insert Recipient Address] 

Dear [Recipient Name], 

We are pleased to inform you that you have been granted parking access for the upcoming event, 

[Event Name], which will take place on [Event Date] at [Event Location]. 

Your parking access details are as follows: 

• Parking Permit Number: [Insert Permit Number] 

• Parking Location: [Insert Parking Location] 

• Access Validity: [Insert Validity Period] 

Please ensure that you display this authorization letter on your dashboard while parked in the 

allotted area. Unauthorized parking may result in towing at the owner's expense. 

Should you have any questions or require further assistance, feel free to contact us at [Insert 

Contact Information]. 

Thank you for your cooperation, and we look forward to seeing you at [Event Name]! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


