
Equipment Rental Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[School/Organization Name] 

[School/Organization Address] 

Dear [Recipient's Name], 

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

our upcoming school event, [Event Name], scheduled for [Event Date]. We anticipate a large 

turnout and believe that the following equipment would greatly enhance the experience: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

• [Item 4] 

Please let us know the availability of the listed items and any rental fees associated with them. 

We would appreciate it if you could provide any required forms or documentation we need to 

complete for the rental process. 

Thank you for considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[School/Organization Name] 

[Your Contact Information] 


