Letter template for reply from person you asked permission.
	Checklist

	
Senders address (recipient address from your permission letter)

	
Recipient address (your address used the permission letter)

	
The date

	
Dear sir/Madam
	




	
Paragraph 1

Write an introduction.

Thank you for your letter with regards to using our hall/field on date.


	
Paragraph 2

I agree that the charity you are raising money for is a very good cause.  I would like to grant you permission to use my hall/field.


	
Paragraph 3

We are pleased to say that we will waiver the hire fee but do ask that you tidy and clean all areas that have been used after the event.

Mr / Mrs will meet you on date at time to give you the keys to open the building and will return at time to check the building has been cleaned and collect the keys.


	
Paragraph 4

Write a conclusion.

I hope that your event is successful and that you raise a lot of money for your charity.


	Yours Sincerely 



