
Application for Event Permit 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To, 

The [Title of Local Authority], 

[Name of Local Authority] 

[Authority Address] 

[City, State, Zip Code] 

Dear [Title and Last Name of Recipient], 

I am writing to formally request a permit for an event that is scheduled to take place on [Event 

Date] at [Event Location]. The details of the event are as follows: 

• Event Name: [Name of Event] 

• Event Description: [Brief Description] 

• Expected Attendance: [Number of Attendees] 

• Event Time: [Start Time] to [End Time] 

• Organizer: [Your Name/Organization] 

We anticipate that this event will positively contribute to the community by [mention any 

benefits or objectives]. We are committed to ensuring that all safety and regulatory requirements 

are met, and we will take all necessary precautions to minimize the impact on the surrounding 

area. 

Please find attached [any necessary documents, e.g., event plan, insurance, etc.]. 

I look forward to your positive response. If you require any further information or a meeting to 

discuss this application, please do not hesitate to contact me. 



Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization] 


