
[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of obtaining 

additional supervision assistance for our upcoming event, [Event Name], scheduled on [Event 

Date]. 

Given the scale and importance of the event, we want to ensure that every aspect is managed 

effectively, and we believe that having extra supervision will help us achieve this goal. We 

would appreciate any support or resources you could provide. 

Thank you for considering our request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


