
Proposal for Renting Meeting Venue 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To: [Venue Manager's Name] 

[Venue Name] 

[Venue Address] 

[City, State, Zip Code] 

Subject: Proposal for Renting Meeting Venue 

Dear [Venue Manager's Name], 

I hope this message finds you well. I am writing to propose the rental of your esteemed venue, 

[Venue Name], for an upcoming meeting organized by [Your Organization]. 

The details of the event are as follows: 

• Event Date: [Insert Date] 

• Event Time: [Insert Time] 

• Number of attendees: [Insert Number] 

• Setup Requirements: [Insert Requirements, e.g., seating arrangement, AV equipment] 

We believe that your venue's [mention any specific features or advantages of the venue] makes it 

an ideal location for our meeting. We would appreciate a quotation for the rental, including any 

additional services you may offer. 

Thank you for considering our proposal. I look forward to your prompt response. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


