
Request for Parking Space Allocation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request the allocation of a parking space at [Specify Location] for 

[reason for request, e.g., my work, my residence]. Given the nature of my [mention any relevant 

details such as job duties or specific needs], having a designated parking space would greatly 

enhance my ability to [explain benefits, e.g., manage time more effectively, ensure accessibility]. 

I would appreciate any assistance you can provide in facilitating this request. Please let me know 

if you require any further information or if there are forms to complete. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


