(Insert Club Contact Details)
(Insert Date)
General Manager

George Town Council

16 -18 Anne St

George Town TAS 7253

Dear Sir,
I am writing to request permission to serve alcohol on (insert day and date) for (Name of Club or Organisation) (for purpose of) at (insert location).  (Insert number) of guests are expected to attend.

I will observe the Responsible Service of Alcohol guidelines and ensure no service is offered to minors.  Guests will act appropriately and the facilities will be left in a clean and tidy condition.  Alcohol will only be served between the hours stipulated by (Liquor Licence Permit Number) or in accordance with times specified on the booking application
Please don’t hesitate to contact me with any queries on (insert contact number) or (insert contact number).
Sincerely,

(Insert Name)
(Insert Position)

(Insert Name of Club or Organisation)
