Letter template for asking permission to use a hall, field etc

	Checklist

	
Senders address

	
Recipient address

	
The date

	
Dear sir/Madam
	




	
Paragraph 1

Write an introduction.

I am writing this letter to ask if I can hire/use the hall/field on date from time.



	
Paragraph 2

Tell the recipient a little about the charity you are raising money for.  Use persuasive language such as:

I am sure you would agree.
I strongly think. 
Don’t you agree?


	
Paragraph 3

Explain how your event will be organised.


	
Paragraph 4

Write a conclusion.

Remember to be persuasive.  For example:

I hope you will support our event and allow us to use your hall/field for this good cause.

I look forward to hearing from you.


	Yours Sincerely 



