
Formal Request for Exhibit Loan 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Institution]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Institution]  

[Recipient's Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a loan of [specific items or artwork] for our upcoming exhibit 

titled "[Exhibit Title]" scheduled to take place at [Your Institution] from [Start Date] to [End 

Date]. 

Our exhibit aims to [briefly describe the goal of the exhibit and its significance], and we believe 

that your [specific items or artwork] would greatly enhance the understanding and appreciation 

of this theme. 

We assure you that we will take all necessary precautions to ensure the safety and integrity of the 

items during transportation and display. [Include details about insurance, security measures, 

etc.]. 

If you agree to lend us the items, we would be happy to cover any costs associated with the loan, 

including transportation and insurance fees. Please let us know if you have any requirements or 

agreements we should be aware of. 

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

you and showcasing your remarkable collection. Please feel free to contact me at [Your Phone 

Number] or [Your Email Address] to discuss this further. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Institution] 


