Event Signage Approval Request

Date: [Insert Date]

To: [Appropriate Authority Name]
From: [Your Name]

Title: [Your Position]
Organization: [Your Organization]
Email: [Your Email]

Phone: [Your Phone Number]

Dear [Authority Name],

| hope this message finds you well. I am writing to request approval for the signage related to our
upcoming event, [Event Name], scheduled for [Event Date].

We plan to install the following signage:

e Type of Signage 1 - [Description and Purpose]

e Type of Signage 2 - [Description and Purpose]

o Additional types as necessary
All signage will be compliant with [specific guidelines or regulations] and will be installed at
[Location/venue details]. We aim to enhance visibility and ensure proper guidance for our
attendees.

Please find attached the designs/layouts for your review. We appreciate your attention to this
matter and look forward to your approval.

Thank you for your support.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]



