
Facility Rental Request for Charity 

Fundraiser 

Date: [Insert Date] 

[Your Name] 

[Your Title/Position] 

[Your Organization Name] 

[Your Organization Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Museum Coordinator's Name] 

[Museum Name] 

[Museum Address] 

[City, State, Zip Code] 

Dear [Museum Coordinator's Name], 

I am writing on behalf of [Your Organization Name] to formally request the rental of your 

facility for our upcoming charity fundraiser event, scheduled for [Event Date]. Our organization 

is dedicated to [brief description of your organization's mission], and this event aims to raise 

funds for [specific cause or project]. 

We are interested in utilizing the [specific area of the museum] from [start time] to [end time]. 

We expect approximately [number of attendees] attendees and will ensure that all guests 

understand and respect the museum's rules and regulations. 

We have a few specific requirements: 

• Access to audiovisual equipment 

• Seating accommodations for attendees 

• Catering options (if available) 

We believe that partnering with [Museum Name] will enhance the experience of our guests and 

positively contribute to the visibility of the museum within the community. 

Please let us know about the availability of your facility for the mentioned date, as well as any 

rental fees or additional requirements for hosting our event. 

Thank you for considering our request. We look forward to the possibility of working together 

and making this event a success. 



Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization Name] 


