Venue Booking Authorization Request

Subject: Request for Venue Usage Permission - [Event Name]

Dear [Venue Manager/Authority],

| am writing on behalf of [Organization Name] to formally request permission to use [Venue Name]
for our upcoming [type of event] scheduled for [Date] from [start time] to [end time].

Our event, [Event Name], is a [brief description of event purpose] expecting approximately [number]
attendees. We have carefully reviewed your venue guidelines and ensure our event complies with
all regulations including capacity limits, safety requirements, and noise restrictions.

We are prepared to fulfill all necessary requirements including:

- Payment of venue rental fees

- Provision of adequate insurance coverage

- Compliance with security and safety protocols

- Cleanup responsibilities post-event

Our organization has a strong track record of responsible event management, and we guarantee
that your facility will be treated with utmost respect and care. References from previous venues can
be provided upon request.

| would appreciate the opportunity to discuss rental terms, available dates, and any additional
requirements. Please let me know your availability for a brief meeting or phone call.

Thank you for considering our request. | look forward to your positive response.

Professionally yours,

[Your Name]

[Title]

[Organization Name]

[Contact Details]
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