
Exhibition Loan Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Institution] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a loan of [specific artwork or object] from your esteemed 

collection for our upcoming exhibition titled "[Exhibition Title]," scheduled to be held from 

[start date] to [end date] at [Your Institution's Name]. 

The exhibition aims to [briefly describe the purpose of the exhibition and its significance]. The 

inclusion of [specific artwork or object] would greatly enhance our narrative and provide a 

deeper understanding of [describe relevance to the theme]. 

We would ensure that all necessary precautions and professional standards are observed during 

the transportation, installation, and display of the artwork. Furthermore, we are prepared to cover 

all loan-related expenses, including shipping, insurance, and any conservation needs. 

We genuinely hope for the opportunity to collaborate with your institution on this important 

project. Please let us know if there are any specific requirements or conditions we should be 

aware of regarding the loan process. 

Thank you for considering our request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution] 


