[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request parking accommodations for
the upcoming [Event Name] scheduled for [Event Date] at [Event Location]. As an
[attendee/participant/speaker], | would greatly appreciate reserved parking to facilitate my

attendance.

If possible, I would need parking from [Start Time] to [End Time]. I understand that parking may
be limited, but I would be grateful if you could assist me in this matter.

Thank you for considering my request. | look forward to your positive response.
Sincerely,

[Your Name]



