[Your Studio Name]

[Address]

[City, State or Province  Zip or Postal Code]

[Website Address, Phone]

[Date]

[Facility Manager]

[Facility]

[Address]

[City, State or Province  Zip or Postal Code]

Dear [Facility Manager Name],

Dear [facility manager’s name],

I would like to introduce myself as a music teacher who is interested in leasing teaching space at [facility name]. I have been teaching for [X] years and have developed a thriving piano teaching studio, [Studio Name]. I am expanding my program to include a group keyboard course for young children, Music for Little Mozarts.

Because of your reputation in the community as a leader in innovative educational programs, I believe that your facility is a perfect match for this exemplary music curriculum for children ages 4–6. I have the following requirements for teaching space:

· A quiet room, approximately 15’ x 15’ in size

· A tuned piano, preferably on casters

· Classroom-style lighting and ventilation

· Waiting area or hallway seating for parents and students

· Convenient access to restrooms

· Available on Mondays and Tuesdays between the hours of 10:00 a.m.–12:00 p.m. and 2:00–6:00 p.m.

· A minimum of 7 parking spaces, preferably 13 spaces

I am aware that if you cannot provide me with a dedicated classroom, I would need to secure a small closet or large storage cabinet for my additional classroom equipment consisting of six smaller keyboards and folding stools.

I have included a brochure with my policies and tuition schedule, a press release, and my resume and references for your perusal. I will be contacting you in the near future to discuss the feasibility of using space at your facility to provide training for the next generation of musicians in our community.
Sincerely,

[Your Signature]

[Your Name]
