
Authorization Request for Venue Access 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Venue Name] 

[Venue Address] 

Dear [Recipient's Name], 

I am writing to formally request authorization for access to [specific venue/location] on [date(s) 

of access]. This access is necessary for [brief description of purpose, e.g., event setup, 

inspection, etc.]. 

Please find the details of the request below: 

• Requested Access Date: [Date] 

• Time of Access: [Start Time] - [End Time] 

• Purpose of Access: [Purpose] 

• Responsible Person: [Your Name] 

• Contact Information: [Your Phone/Email] 

We assure you that all safety and operational protocols will be strictly followed during our time 

at the venue. 

Thank you for considering our request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Company/Organization] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


