Request for Event Signage Authorization

[Your Name]

[Your Title]

[Your Organization]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient Name]
[Recipient Title]
[Recipient Organization]
[Recipient Address]
[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request authorization for signage
related to the upcoming [Event Name] scheduled for [Event Date], at [Event Location]. This
event aims to [Brief Description of Event Purpose].

We anticipate a significant turnout and believe that appropriate signage will greatly enhance the
event experience for all attendees. The proposed signage includes [Brief Description of Signage -
size, type, etc.].

We are committed to adhering to all regulations and guidelines regarding signage within
[Location/Property]. We assure you that we will coordinate with the necessary parties to ensure
everything is handled appropriately.

Thank you for considering our request. | am happy to discuss this further at your convenience
and provide any additional information needed.

Looking forward to your positive response.
Sincerely,
[Your Name]

[Your Title]
[Your Organization]



