
Request for Hosting a Birthday Party 

Date: [Insert Date] 

To: [Name of the Venue Owner/Manager] 

From: [Your Name] 

Address: [Your Address] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Name of the Venue Owner/Manager], 

I hope this message finds you well. I am writing to formally request the use of [Venue Name] for 

a birthday party I am planning for [Name of the Birthday Person] on [Date of the Party]. We 

expect approximately [Number of Guests] guests and are planning to host the event from [Start 

Time] to [End Time]. 

We are particularly drawn to your venue due to [Reasons for Choosing the Venue, e.g., 

ambiance, facilities, location]. We would love to know about the availability of the space, as well 

as any packages or services you offer for hosting events. 

Please let me know if you require any further information or documentation to assist with our 

request. I look forward to your positive response. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 


