[TO BE PRINTED ON HEADED PAPER]

[NAME OF MUSEUM]
[Street Address]
[Town/City]
[Province/County]
[Postal Code]
[Country]

[Location], [Month Day], 2024

Loan request: [ARTIST’S NAME], [ARTWORK TITLE], March 20 – June 21, 2024

Dear [INSERT NAME OF MUSEUM DIRECTOR]
We are pleased to announce plans for Through the Lens, a major group exhibition about vintage Mexican photography from the 1950s–1960s, including works by [INSERT ARTISTS’ NAMES]. It represents the first comprehensive exploration of this topic in the last 50 years in Europe. 
The exhibition will be curated by [INSERT CURATOR’S NAME] and is scheduled to be presented at [INSERT YOUR MUSEUM’S NAME / EXHIBITION VENUE] from March 20 to June 21, 2024.  
Mexican mid-century photographers were pioneers in their art, and yet are still little known in the European cultural scene. Our exhibition seeks to rectify this by redefining their position in art history while shedding light on their challenges, practices, and contributions within their socio-political context.
An illustrated publication with texts by internationally renowned art historians, curators, and art critics, such as [INSERT AUTHORS’ NAMES HERE], will accompany the exhibition. 
In support of this project, we would like to kindly request the loan of the following artwork from your collection:
[ARTIST’S NAME]
[ARTWORK TITLE], [ARTWORK YEAR]
[ARTWORK DIMENSIONS]

[ARTWORK TECHNIQUE]
[ARTWORK INVENTORY NUMBER, IF AVAILABLE]
Please be reassured that our museum respects the highest professional standards in the art industry. Our experienced team will handle your artwork with the utmost care. Attached, you will find our facility report for your review. 
It goes without saying that [INSERT NAME OF YOUR MUSEUM / BORROWING INSTITUTION] will cover all the loan costs, such as insurance, packing, transportation, and installation. 
Should you have any question or need additional information, please do not hesitate to contact [INSERT NAME, PHONE NUMBER AND EMAIL ADDRESS OF CONTACT PERSON – USUALLY THE EXHIBITION CURATOR OR THE REGISTRAR]. 
We look forward to receiving your positive feedback soon.
Kind regards,

________________________________
[INSERT NAME OF MUSEUM DIRECTOR below the line and signature above]


________________________________
[INSERT NAME OF EXHIBITION CURATOR below the line and signature above]





