
Date: [Insert Date] 

[Recipient Name] 

[Title] 

[Department/Organization Name] 

[Address] 

[City, State, ZIP Code] 

Dear [Recipient Name], 

We are writing to formally request a building permit for a commercial construction project 

located at [Insert Project Address]. Our company, [Your Company Name], is committed to 

meeting all safety and regulatory standards prescribed by local, state, and federal guidelines. 

The project entails [brief description of the project, e.g., constructing a new office building, 

renovating an existing structure, etc.]. We have attached all necessary documents including 

project plans, specifications, and proof of insurance as required. 

We have taken steps to ensure compliance with zoning regulations and have consulted with 

relevant stakeholders throughout the planning process. We believe that this project will greatly 

benefit the community by [mention any community benefits, such as job creation, services 

provided, etc.]. 

Please let us know if there are any further requirements or information needed to expedite this 

process. We appreciate your attention to our application and look forward to your prompt 

response. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Phone Number] 

[Email Address] 


