
Venue Availability Inquiry 

Date: [Insert Date] 

To: [Venue Manager's Name] 

[Venue Name] 

[Venue Address] 

Dear [Venue Manager's Name], 

I hope this message finds you well. I am writing to inquire about the availability of your venue 

for an upcoming seminar that we are planning. 

Details of the event are as follows: 

• Event Date: [Insert Desired Date] 

• Time: [Insert Start and End Time] 

• Expected Attendance: [Insert Number of Attendees] 

• Setup Requirements: [Insert Any Specific Requirements] 

We are very interested in hosting our seminar at your venue due to its excellent facilities and 

convenient location. Please let us know if the venue is available on the specified date and any 

associated rental fees. 

Thank you for your assistance. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


