[Your Name]

[Address]

[City, State or Province  Zip or Postal Code]

[Phone Number]

[Date]

[Facility Manager]

[Facility]

[Address]

[City, State or Province  Zip or Postal Code]

Dear [Facility Manager],

Dear Mr. Johnson,

I am interested in acquiring teaching space at Pianos Plus beginning in August. I will receive my Bachelor of Arts degree in piano pedagogy from the University of Alaska in May. During the past two years, I have been teaching piano to students of all ages. I would like to begin a Music for Little Mozarts program for children ages 4–6 in your city. This is a marvelous two-year piano course that sets a positive foundation for future musical study.

Initially, I would like to have a quiet teaching studio equipped with a quality piano. It will need to have adequate lighting and ventilation and an electrical outlet for a CD player. The students will need convenient access to restrooms. I would like to teach from 1:00 to 6:00 p.m. on Tuesdays through Fridays, and from 9:00 a.m. to 1:00 p.m. on Saturdays.

As the program flourishes and as I gain experience, I eventually would like to offer the program in a small classroom equipped with six digital pianos and a small waiting area. I have included a flyer about Music for Little Mozarts as well as my resume and references for your perusal. I will contact you next week to discuss the feasibility of using space in your facility to bring music instruction to young children.
Sincerely, 

[Your Signature]

[Your Name]
