
Equipment Rental Request 

Date: [Insert Date] 

To: [Rental Company Name] 

Address: [Rental Company Address] 

Dear [Rental Company Contact Name], 

I hope this message finds you well. I am writing to formally request the rental of equipment for 

an upcoming event that we are organizing on [Event Date]. The details of the event are as 

follows: 

• Event Type: [Type of Event] 

• Location: [Event Location] 

• Duration: [Event Duration] 

• Expected Attendance: [Number of Attendees] 

We are interested in renting the following equipment: 

• [Item 1] - Quantity: [Number] 

• [Item 2] - Quantity: [Number] 

• [Item 3] - Quantity: [Number] 

Please provide us with a quote and the availability of the requested items. We would appreciate it 

if you could also include the delivery and pickup details. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


