WEDDING VENUE RESERVATION REQUEST LETTER

[DATE OF REQUEST]

[REQUESTER FULL NAME]

[REQUESTER STREET ADDRESS]

[REQUESTER CITY, STATE, ZIP]

[REQUESTER PHONE NUMBER]

[REQUESTER EMAIL ADDRESS]

[VENUE NAME]

[VENUE STREET ADDRESS]

[VENUE CITY, STATE, ZIP]

ATTN: [VENUE EVENT COORDINATOR NAME]

RE: Reservation Request for Wedding Event at [VENUE NAME]

1. REQUESTER INFORMATION

1.1 Full Name: [REQUESTER FULL NAME]

1.2 Relationship to Event: [BRIDE / GROOM / PLANNER / OTHER]

1.3 Mailing Address: [REQUESTER STREET ADDRESS, CITY, STATE, ZIP]

1.4 Phone Number: [REQUESTER PHONE NUMBER]

1.5 Email Address: [REQUESTER EMAIL ADDRESS]

1.6 Secondary Contact Name: [SECONDARY CONTACT NAME]

1.7 Secondary Contact Phone Number: [SECONDARY CONTACT PHONE NUMBER]

2. EVENT DETAILS

2.1 Type of Event: [WEDDING CEREMONY / RECEPTION / CEREMONY AND RECEPTION]

2.2 Preferred Event Date: [EVENT DATE]

2.3 Alternate Event Date: [ALTERNATE EVENT DATE]

2.4 Day of Week: [DAY OF WEEK]

2.5 Event Start Time: [EVENT START TIME]

2.6 Event End Time: [EVENT END TIME]

2.7 Estimated Guest Count: [ESTIMATED GUEST COUNT]

2.8 Maximum Guest Count: [MAXIMUM GUEST COUNT]

2.9 Indoor or Outdoor Preference: [INDOOR / OUTDOOR / BOTH]

2.10 Ceremony Space Required: [YES / NO]

2.11 Reception Space Required: [YES / NO]

2.12 Rehearsal Date and Time Requested: [REHEARSAL DATE AND TIME]

3. VENUE SPACE AND SETUP REQUIREMENTS

3.1 Desired Venue Space(s): [VENUE SPACE NAME(S)]

3.2 Seating Arrangement: [THEATER / BANQUET / COCKTAIL / OTHER]

3.3 Tables and Chairs Required: [NUMBER OF TABLES AND CHAIRS]

3.4 Dance Floor Required: [YES / NO]

3.5 Stage or Altar Setup Required: [YES / NO]

3.6 Audio and Visual Equipment Required: [EQUIPMENT DESCRIPTION]

3.7 Decorations and Signage Permitted: [YES / NO / DETAILS]

3.8 Setup Access Time Requested: [SETUP ACCESS TIME]

3.9 Breakdown and Cleanup Time Requested: [BREAKDOWN AND CLEANUP TIME]

4. CATERING AND VENDOR ARRANGEMENTS

4.1 Catering Provided By: [VENUE / EXTERNAL CATERER NAME]

4.2 Alcohol Service Requested: [YES / NO]

4.3 Preferred Vendor List Requested: [YES / NO]

4.4 Outside Vendors Permitted: [YES / NO / DETAILS]

4.5 Cake and Dessert Arrangements: [DESCRIPTION]

4.6 Vendor Load-In Time Requested: [VENDOR LOAD-IN TIME]

5. RESERVATION TERMS REQUESTED

5.1 Reservation Deposit Offered: [DEPOSIT AMOUNT]

5.2 Preferred Payment Schedule: [PAYMENT SCHEDULE]

5.3 Requested Hold Period for Date: [HOLD PERIOD]

5.4 Cancellation Terms Requested: [CANCELLATION TERMS]

5.5 Insurance Certificate to Be Provided: [YES / NO]

5.6 Accessibility Accommodations Requested: [ACCOMMODATIONS DESCRIPTION]

5.7 Parking Accommodations Requested: [PARKING REQUIREMENTS]

6. ADDITIONAL REQUESTS AND NOTES

6.1 Special Requests: [SPECIAL REQUESTS]

6.2 Additional Notes: [ADDITIONAL NOTES]

7. ACKNOWLEDGMENT AND SIGNATURE

7.1 Acknowledgment: The undersigned requests that the venue reserve the date and space described above, subject to venue availability and a mutually executed venue rental agreement.

7.2 Requester Signature: [REQUESTER SIGNATURE]

7.3 Printed Name: [REQUESTER FULL NAME]

7.4 Date: [DATE OF SIGNATURE]

8. VENUE USE ONLY

8.1 Request Received By: [VENUE STAFF NAME]

8.2 Date Received: [DATE RECEIVED]

8.3 Availability Confirmed: [YES / NO]

8.4 Assigned Venue Space: [ASSIGNED VENUE SPACE]

8.5 Quoted Rental Fee: [QUOTED RENTAL FEE]

8.6 Deposit Due Date: [DEPOSIT DUE DATE]

8.7 Venue Representative Signature: [VENUE REPRESENTATIVE SIGNATURE]

8.8 Date: [DATE OF VENUE SIGNATURE]
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