
Request for Conference Parking Pass 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip]  

[Your Email]  

[Your Phone Number] 

To: [Recipient's Name]  

[Recipient's Position]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip] 

Dear [Recipient's Name], 

I am writing to formally request a parking pass for the upcoming [Conference Name] scheduled 

to take place on [Date(s)] at [Location]. As an attendee, it is essential for me to secure 

convenient parking to ensure my timely arrival and participation in the event. 

Please let me know if there are any forms or additional information you require to process this 

request. I appreciate your assistance in this matter and look forward to your prompt response. 

Thank you for considering my request. 

Sincerely,  

[Your Name] 


