
Inquiry for Event Venue Inspection 

Dear [Venue Manager's Name], 

I hope this message finds you well. My name is [Your Name], and I am in the process of 

organizing an event scheduled for [Event Date]. We are interested in potentially hosting our 

event at your venue and would like to arrange a time for a venue inspection. 

Could you please provide available dates and times for us to visit and assess the facilities? 

Additionally, if you could share any information regarding your pricing, services, and capacity, it 

would be greatly appreciated. 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position/Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


