
Facility Rental Request for Product Launch 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Museum Director's Name] 

[Museum Name] 

[Museum Address] 

[City, State, Zip Code] 

Dear [Museum Director's Name], 

I am writing to request the rental of [specific space/area] at [Museum Name] for the purpose of 

hosting a product launch event for [Product Name]. We are planning to hold this event on [Date 

of Event] from [Start Time] to [End Time]. 

The anticipated number of guests will be approximately [Number of Guests], and we believe that 

the unique ambiance of [Museum Name] will significantly enhance our launch. 

We would appreciate information about the availability of the facility, rental fees, and any 

additional services you offer. Please let us know if you would like to set up a meeting to discuss 

this opportunity further. 

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

[Museum Name] for this exciting event. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 


