
Event Venue Approval Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to inform you that your application for the event venue has been approved. The 

details of the event are as follows: 

• Event Name: [Insert Event Name] 

• Date: [Insert Event Date] 

• Time: [Insert Event Time] 

• Venue: [Insert Venue Name and Address] 

Please ensure that all necessary arrangements are made in accordance with the guidelines 

provided. Should you have any questions or require further assistance, do not hesitate to reach 

out. 

Thank you, and we wish you a successful event. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


