
Collaboration Request for Event Venue 

Date: [Insert Date] 

[Recipient's Name] 

[Venue Name] 

[Venue Address] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name] and I am the [Your Position] of 

[Your Organization]. We are currently planning an event that aims to [briefly describe the 

purpose of the event, e.g., raise funds, promote community engagement, educate the public, etc.]. 

We are impressed by [Venue Name] and believe that partnering with you would provide a 

conducive atmosphere for our event. We are proposing to hold this event on [proposed date(s)], 

and we anticipate an attendance of approximately [expected number of attendees]. 

We would be delighted to discuss the possibility of collaborating with your venue to make this 

event a success. We are open to ideas on how we can best work together, whether it's through 

venue rental, sponsorship, or other forms of partnership. 

Thank you for considering our proposal. I look forward to the possibility of working together. 

Please feel free to contact me at [Your Phone Number] or [Your Email Address] to discuss this 

further. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


