
Subject: Inquiry About Permission for 

Student Club Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[School/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request permission to hold an event organized 

by the [Student Club Name] on [Proposed Date] at [Proposed Location]. The event aims to 

[briefly describe the purpose of the event, e.g., promote community service, foster leadership 

skills, etc.]. 

We anticipate around [number of participants] participants and plan to include activities such as 

[briefly describe activities]. We believe this event will provide valuable experiences for our 

members and enhance engagement within the school community. 

We are fully committed to following any guidelines or requirements set forth by the school 

administration and will ensure proper supervision and safety measures are in place. 

We would appreciate your consideration of this request and look forward to your positive 

response. Please let us know if you require any additional information or if we can meet to 

discuss this further. 

Thank you for your time and support. 

Sincerely, 

[Your Name] 

[Your Title, e.g., President of the Student Club] 

[Your Contact Information] 

[School Name] 


