
Access Permission Letter 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to announce that we are hosting the [Event Name] on [Event Date] at [Event 

Location]. This event aims to [Brief Description of Event Purpose]. 

We kindly request your permission to access [specific areas or resources needed for the event] 

during the event to ensure everything runs smoothly. We assure you that all necessary 

precautions will be taken to respect the premises and maintain safety. 

Please let us know if you require any further information or documentation to grant this access. 

We appreciate your consideration and look forward to your positive response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization's Name] 

[Contact Information] 


