Application for Event Space Access

Date: [Insert Date]

Your Name: [Your Name]
Your Address: [Your Address]
Email: [Your Email]

Phone Number: [Your Phone Number]

To:

[Venue Manager's Name]
[Venue Name]

[Venue Address]

Subject: Application for Access to Event Space

Dear [Venue Manager's Name],

I am writing to formally request access to the event space at [Venue Name] for [insert event type,
e.g., a wedding, corporate meeting, etc.] on [insert date] from [insert start time] to [insert end
time].

The purpose of the event is to [briefly describe the event and its significance]. We expect
approximately [insert number of attendees] guests to attend.

| would appreciate the opportunity to discuss any requirements or conditions necessary for the
use of the space. | am looking forward to hearing from you soon regarding the availability of the
venue.

Thank you for considering my application.

Sincerely,

[Your Name]

[Your Title/Organization, if applicable]



