
Request for Access to Studio Facilities 

Date: [Insert Date] 

To: [Instructor's Name] 

[Instructor's Title] 

[Institution Name] 

[Institution Address] 

Dear [Instructor's Name], 

I hope this message finds you well. I am writing to formally request access to the studio facilities 

for the purpose of [briefly state your purpose, e.g., "conducting my art projects," "preparing for 

the upcoming exhibit," etc.]. As an art instructor, having access to these facilities is vital for the 

success of my work and for the benefit of my students. 

I believe that utilizing the studio facilities will greatly enhance my creative process and provide 

my students with an enriched learning experience. I am committed to ensuring that the facility is 

used responsibly and respectfully at all times. 

Thank you for considering my request. I look forward to your favorable response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


