
Parking Permit Allocation Request 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Title] 

[Insert Company/Organization Name] 

[Insert Address] 

Dear [Recipient's Name], 

I am writing to formally request the allocation of parking permits for our contractors who will be 

working on [insert project name or description] at [insert project location]. The project is 

scheduled to commence on [insert start date] and is expected to conclude on [insert end date]. 

To facilitate smooth operations and ensure our contractors can access the site without any 

hindrances, we kindly request [insert number] parking permits. The details of the contractors are 

as follows: 

• Contractor Name: [Insert Name] - Vehicle Registration: [Insert Registration Number] 

• Contractor Name: [Insert Name] - Vehicle Registration: [Insert Registration Number] 

• Contractor Name: [Insert Name] - Vehicle Registration: [Insert Registration Number] 

We appreciate your prompt attention to this request. Please let me know if you require any 

additional information or documentation. 

Thank you for your support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


