
Request for Temporary Exhibit Loan 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Institution] 

[Institution Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Institution] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a temporary loan of the 

[specific item(s) or exhibit name] from your esteemed collection for our upcoming exhibition 

titled "[Exhibition Title]," scheduled to take place from [start date] to [end date] at [Your 

Institution]. 

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

that the inclusion of [specific item(s)] would greatly enhance the visitors' experience and provide 

valuable context. 

We ensure the highest standards of care and security for the loaned items, and we are fully 

prepared to cover all costs associated with the loan, including [insurance, shipping, etc.]. 

We would greatly appreciate your consideration of our request and are happy to discuss any 

conditions or requirements you may have regarding the loan process. 

Thank you for considering this opportunity for collaboration. I look forward to your positive 

response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution] 


