
Booking Request for Event Space 

Dear [Venue Coordinator's Name], 

I hope this message finds you well. I am writing to request the booking of your event space for 

an upcoming event. 

Event Details: 

• Event Name: [Event Name] 

• Date: [Requested Date] 

• Time: [Start Time] to [End Time] 

• Number of Guests: [Expected Number of Guests] 

• Setup Requirements: [Setup Requirements] 

I would appreciate it if you could confirm the availability of the space on the requested date. 

Additionally, please provide information regarding rental fees, deposit requirements, and any 

other relevant details regarding the booking. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Organization, if applicable] 


