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Dear Mr. /Ms. Last Name:


We, ________________ (name of club or organization) exist to _______________ (mission of your organization). As part of our stay in business, we do conduct seminars and other fora.


This ________________ (year, semester, time period), we intend to do so at your institution. We shall require an auditorium, public address system, access to washrooms, and security of the venue during our time there.


To realize this end, we ask that you permit us to use those facilities. We do acknowledge that the use of these facilities may demand that we pay for them. Kindly give us a quote to that effect as you reply to this letter.

Reach us on XXX-XXX-XXXX. We seriously look forward to hearing from you soonest possible.



Sincerely,
Your name


