[Date]
JOSE DAN V. VILLA JUAN
Assistant Dean
College of Architecture, UP Diliman

Subject: REQUEST FOR FACILITY RENTAL
Dear Assistant Dean Villa Juan:
Greetings!
May we respectfully request permission to rent/use [body of letter]






For your reference, please find the details of our request below:
FACILITY RENTAL REQUEST DETAILS
1. Event Title/Activity: __________________________________
2. Event Date: __________________________________________
3. Event Time:
· Ingress (Setup): __________________________
· Event Proper: _____________________________
· Egress (Dismantling/Clearing): ______________
4. Facility Requested: ___________________________________
5. Number of Participants: _______________________________





6. Equipment Needed:
	Quantity (pcs/units)
	Equipment Description

	
	
	
	

	_____
	LCD Projector
	_____ 
	Steel Easel

	_____
	Sound System
	_____
	Tripod Steel Stand

	_____
	Microphone
	_____
	3-Layer Bleacher (Black)

	_____
	Folding Tables
	_____
	Water Dispenser (water and cups are not included)

	_____
	Monoblock Chair
	
	



7. Other Requests/Requirements:




We hope for your favorable consideration of this request. We are willing to comply with the applicable facility rental policies, fees, and other requirements.

Thank you for your time and consideration.

Respectfully yours,
[Name of Requesting Party]
[Position/Designation]
[Office/Organization]
[Contact Number / Email Address]

