Sample Letter for Permission to Lease space at a Parish/Mission/School
{Put on Parish/Mission/School Letterhead}

DATE:  
Dear Bishop Parkes;

I am writing to you to request your permission to lease space at Insert the name of the Parish/Mission/School and information on the following (i) which building  being leased (ii) total size of the building (ii) amount of square feet being leased (iii) name of the tenant/entity leasing the space (iv) explain tenants proposed use (v) lease term (vi) monthly rent (vii) lease commencement date. You will also need to include if any tenant improvements are being done and who’s paying for the improvements. Need to include current operating expenses to assure you’re the rent you’re receiving will cover the operating expenses. 
As part of this process, we’ll coordinate with Office of Construction of the Diocese regarding this endeavor. Construction will determine if any permits will need to be pulled regarding the tenant improvement work. Real estate will assist in lease preparation and providing guidance to Name of the Parish/Mission/School with tenant’s occupancy. All expenses relating to this lease transaction will be paid by the Parish.    
The funds for any expenses will come from (list here the Diocesan S&L account # or funding source and current available fund balance). We understand that upon approval, we will need to transfer these funds to the designated Construction Works in Progress Savings & Loan Account for the Diocese to process payment. 
We at Insert name of Parish/Mission/School here respectfully request your permission to proceed with negotiations to work towards executing a lease for insert the name of the tenant occupy space at the parish. We prayerfully await your decision.

Thank you, Bishop.
Pastor/Principal Name

Church or School Name
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