
Letter Template for School Auditorium 

Facility Booking 

Date: ___________ 

To, 

The Principal, 

[School Name] 

[School Address] 

[City, State, Zip Code] 

Subject: Request for Booking the School Auditorium 

Dear [Principal's Name], 

I hope this message finds you well. I am writing to formally request the booking of the school 

auditorium for a special event. The details of the event are as follows: 

• Event Name: [Event Name] 

• Date of Event: [Event Date] 

• Time: [Start Time] to [End Time] 

• Expected Number of Attendees: [Number] 

• Organizer: [Organizer Name/Group] 

We plan to use the auditorium for [brief description of the event]. We assure you that all 

necessary precautions will be taken, and the auditorium will be returned in its original condition 

following the event. 

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

Sincerely, 

[Your Name] 

[Your Position/Role] 

[Your Contact Information] 

[Email Address] 


