
Outdoor Event Equipment Rental Request 

Date: [Insert Date] 

To: [Rental Company Name] 

Address: [Rental Company Address] 

Contact Person: [Contact Name] 

Dear [Contact Name], 

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

upcoming outdoor event we are organizing on [Event Date]. The details are as follows: 

Event Name: [Event Name] 

Event Date: [Event Date] 

Event Location: [Event Location] 

Expected Attendees: [Number of Attendees] 

Equipment Needed: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

• [Item 4] 

Please let me know the availability of the requested items and the associated rental costs. If 

possible, I would appreciate a quote by [Response Deadline]. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


