
Borrowing Request for Traveling Museum 

Exhibit 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Institution or Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to formally request the borrowing of [specific exhibit or items] for our upcoming 

traveling museum exhibit titled "[Exhibit Title]" scheduled to take place from [start date] to [end 

date] at [location]. 

This exhibit aims to [briefly describe the purpose and significance of the exhibit]. We believe 

that your collection of [specific items/works] would greatly enhance the educational experience 

for our visitors and illustrate [specific themes or stories]. 

We are committed to ensuring the safety and proper handling of your items throughout the 

duration of the exhibit. We will adhere to all conservation protocols and provide insurance 

coverage during transit and display. 

We would appreciate the opportunity to discuss this request in further detail. Please feel free to 

contact me at [your phone number] or [your email address]. Thank you for considering our 

request; we hope to collaborate on this exciting project. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution or Organization Name] 

[Your Address] 

[Your Phone Number] 

[Your Email Address] 


