Your Name
Your Address
Your City, State Zip Code
Your Phone Number
Your Email
Date
Name
Title
Organization
Address
City, State Zip Code

Respected Mr. /Ms. Last Name:

Re: Permission Letter to Principal for Conducting Seminar

Our club _________________ (name of club or organization) intends to conduct ____________________ (kind of seminar) seminar in your institution.

We ask that you allow your school to give us ________________ (names of facilities to be used) to serve as the venue. Our seminar shall take place from ____________ (mm/dd/yyyy) through to ___________ (mm/dd/yyyy). It shall last _____________ (number of days and hours).

It is aimed at ________________ (purpose of the meeting). Kindly let us know about the terms and conditions that govern the use of those facilities.

Please reach me on XXX-XXX-XXXX for any urgent inquiries. Kindly give our request a favourable consideration. We hope for the very best from you.

Respectfully,
Signature (hard copy letter)
FirstName Last Name
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