
Proposal for Access to Event Space 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

Dear [Recipient's Name], 

I am writing to propose access to your esteemed event space located at [Event Space Address] 

for [Event Name], which is scheduled for [Event Date]. Our organization, [Your Organization 

Name], is dedicated to [Brief Description of Your Organization's Mission]. 

The purpose of our event is to [Brief Description of Event Purpose]. We expect approximately 

[Number of Attendees] attendees and believe that your venue would be an ideal setting due to its 

[Mention Key Features of the Venue]. 

We respectfully request your consideration for access to the space for the duration of [Specify 

Duration]. We are prepared to adhere to all terms and conditions associated with the use of the 

venue and ensure that it is returned in pristine condition. 

We would be thrilled to discuss this proposal further and explore how we can work together to 

make this event a success. Please feel free to contact me at [Your Phone Number] or [Your 

Email Address]. 

Thank you for considering our proposal. We look forward to the possibility of collaborating with 

you. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization Name] 

[Your Address] 


