
Request for Event Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Organization: [Organization Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally submit a request for approval of our 

upcoming student event titled "[Event Name]." The event is scheduled for [Event Date] at [Event 

Location]. 

The purpose of this event is to [briefly explain the purpose of the event, e.g., foster community 

engagement, promote student involvement, etc.]. We expect to have approximately [expected 

number of attendees] participants, including students, faculty, and guests. 

Attached to this letter, you will find our event proposal, which includes details such as the 

agenda, budget, and safety protocols we plan to implement. We believe that this event will be 

highly beneficial for our student community and align with the goals of our organization. 

We kindly ask for your approval to proceed with the planning of this event. Please let us know if 

you need any additional information or if there are any forms we should complete as part of the 

approval process. 

Thank you for considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


