
Letter for Arranging Private Party Venue 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Venue Manager's Name] 

[Venue Name] 

[Venue Address] 

[City, State, Zip Code] 

Dear [Venue Manager's Name], 

I hope this message finds you well. I am writing to inquire about the availability of [Venue 

Name] for a private party. We are planning to host the event on [Insert Date] from [Insert Start 

Time] to [Insert End Time]. 

The expected number of guests is approximately [Insert Number of Guests]. We would like to 

know if you can accommodate this number and provide details on any packages or services 

available, including catering, decoration, and audio/visual equipment. 

Please let me know at your earliest convenience if the venue is available on the desired date, 

along with pricing information and any terms and conditions that we should be aware of. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


