
Venue Booking Request 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Venue Name] 

[Venue Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing on behalf of [Team Name], a [type of team, e.g., 

youth soccer team] based in [City]. We would like to formally request the use of [specific venue] 

for our upcoming events. 

Details of the booking request are as follows: 

• Event Date: [Insert Date] 

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

• Estimated Number of Participants: [Insert Number] 

• Type of Event: [Insert Type, e.g., practice, tournament] 

We are committed to ensuring that all activities are conducted safely and in accordance with 

your venue's guidelines. Please let us know if you require any additional information or if there 

are any forms we need to complete. 

Thank you for considering our request. We look forward to the possibility of working together 

and making this event a success. 

Sincerely, 

[Your Name] 

[Your Title] 

[Team Name] 

[Contact Information] 


