Formal Request Letter for Permission to Use Venue (Sample)

[Your Name]

[Your Position, if applicable]
[Your Organization Name]
[Address Line 1]

[Address Line 2]

[City, State, ZIP Code]
[Email Address]

[Phone Number]

[Date]

[Venue Owner/Manager's Name|
[Venue Name]

[Venue Address Line 1]

[Venue Address Line 2]

[City, State, ZIP Code]

Subject: Request for Permission to Use [Venue Name]
Dear [Venue Owner/Manager's Name],

I am writing on behalf of [ Your Organization/Event Name] to formally request permission to use [Venue Name] for our upcoming event. The
details of the event are as follows:

Event Name: [Name of the Event]

Purpose: [Brief Description of the Event Purpose]

Preferred Date(s) and Time(s): [Specify Date(s) and Time(s)]
Expected Number of Attendees: [Provide an Estimate]

Special Requirements: [ Any Equipment, Setup, or Other Requests]

We assure you that all activities will adhere to the venue's guidelines and policies. Our team will also ensure the premises are used responsibly and
left in excellent condition. If there are any forms or procedures to complete, please let us know, and we will be happy to comply.

We would greatly appreciate your permission and support in making this event possible. Kindly let us know your decision at your earliest
convenience. Should you require any further information, please feel free to contact me at [ Your Phone Number] or [ Your Email Address].

Thank you very much for your time and consideration.

Sincerely,

[Your Name]

[Your Position]

[Your Organization Name]
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