For use when no contract is being signed and a landowner refuses to put the permission in writing. Whilst this would not necessarily stand up in the event of legal action being taken it will be evidence that every step was taken to ensure that both parties were aware of the terms of the arrangements.

Dear XXX
I am writing with reference to the XXX Orienteering event that will be staged at XXX Woods on the XX of XX , XXXX. I have enclosed a plan of the area that we will be using that you have confirmed is in your ownership/control – if tenant.
Thank you for giving permission for XX Club to hold the XXX event on your land, I confirm that we will be using it for the following activities:

List things such as car parking, toilets, orienteering, commentary, generators, string course, traders, tents whatever it is.
As agreed, set up will be from XXX on the XXX of XX. All will be cleared away on the XXX.

I confirm that we will be in touch with XXX to discuss XXX (Insert other land users or if SSSI then other interested parties)

I confirm that there will need to be some site visits prior to the event date for the Event team to make plans for the event and these will be by prior arrangement directly with yourself/ via your land agent etc etc.

We confirm the following fee is payable for the use of the land.

Many thanks for your assistance in this matter. I will be in touch in the near future to invite you to come and visit the competition on the day.

Yours sincerely

XXX Event Coordinator/Race day organiser.
