
Loan Request for Museum Exhibit 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to request a loan of [specific item(s) or collection] for an upcoming exhibit titled 

"[Exhibit Title]" at [Your Organization's Name]. The exhibit is scheduled to run from [start date] 

to [end date], and aims to showcase [brief description of the exhibit's theme and significance]. 

We believe that the inclusion of [specific item(s)] will greatly enhance our exhibit and provide 

our visitors with a more comprehensive understanding of [related topic or theme]. We are 

confident that the presentation of your collection will be handled with the utmost care and 

respect. 

Please find attached an outline of our exhibit plan and the specific details regarding the loan, 

including security measures and insurance coverage. 

We would be honored to collaborate with you on this project and look forward to the possibility 

of featuring your esteemed collection. Thank you for considering our request. 



Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


