
Request for Access to Event Venue 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Venue Name] 

[Venue Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request access to [Venue Name] for an upcoming event we wish to hold 

on [Event Date]. The event, [Event Name/Type], aims to [briefly describe purpose of event, e.g., 

"raise funds for a charitable cause" or "host a community gathering"]. 

We expect approximately [number of attendees] attendees and would like to utilize the venue 

facilities including [specific areas needed, e.g., "main hall, kitchen, and parking facilities"]. We 

are committed to adhering to all venue regulations and guidelines to ensure a successful event. 

We would appreciate the opportunity to discuss this request further and hope to schedule a site 

visit at your convenience. Thank you for considering our request. I look forward to your positive 

response. 

Sincerely, 

[Your Name] 

[Your Title/Organization] 


