
Event Parking Coordination Request 

Date: [Insert Date] 

To: [Insert Recipient's Name]  

[Insert Recipient's Title]  

[Insert Company/Organization Name]  

[Insert Address Line 1]  

[Insert Address Line 2]  

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request parking coordination assistance for an 

upcoming event we are hosting on [Insert Event Date] at [Insert Event Venue]. 

Details of the event are as follows: 

• Event Name: [Insert Event Name] 

• Expected Attendance: [Insert Number of Attendees] 

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

• Special Requirements: [Insert Any Special Parking Needs] 

We would greatly appreciate your support in ensuring that parking arrangements are efficiently 

coordinated to accommodate our guests. Please let me know if you need any further information 

or if we need to discuss this matter in detail. 

Thank you for considering our request. I look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Phone Number]  

[Your Email Address]  


