
Letter of Venue Inspection Scheduling 

Dear [Venue Manager's Name], 

I hope this message finds you well. I am writing to formally request a venue inspection for our 

upcoming event, [Event Name], scheduled on [Event Date]. We believe that a site visit would 

greatly assist us in finalizing our plans and ensuring a successful event. 

We would like to propose the following dates for the inspection: 

• [Proposed Date 1] 

• [Proposed Date 2] 

• [Proposed Date 3] 

Please let us know your availability for any of the proposed dates or suggest alternatives if these 

do not work for you. We look forward to your prompt response. 

Thank you for your time and assistance. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


