
Rental Application for Community Event 

Date: [Insert Date] 

To, 

[Name of the Venue Administrator] 

[Venue Name] 

[Venue Address] 

[City, State, Zip Code] 

Dear [Venue Administrator's Name], 

I am writing to formally apply for the rental of [Venue Name] for our upcoming community 

event titled "[Event Title]." The event is scheduled to take place on [Event Date] from [Start 

Time] to [End Time]. 

Our organization, [Your Organization Name], aims to [brief description of your organization and 

purpose of the event]. We expect approximately [number of expected attendees] participants and 

believe that your venue would be an ideal location due to [reasons for choosing the venue]. 

Please find below the details of our rental application: 

• Event Date: [Event Date] 

• Event Time: [Start Time] to [End Time] 

• Number of Attendees: [Expected Number] 

• Setup Time Needed: [Setup Time] 

• Breakdown Time Needed: [Breakdown Time] 

We assure you that all necessary precautions will be taken to adhere to the venue's regulations 

and maintain its cleanliness. 

We would be grateful if you could provide us with information regarding availability, rental 

rates, and any required documentation or permits. 

Thank you for considering our application. We look forward to the possibility of collaborating 

with you to make this event a success. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization Name] 

[Your Phone Number] 

[Your Email Address] 


