
Meeting Room Booking Notification 

Dear [Recipient's Name], 

We are pleased to inform you that your booking for the meeting room has been successfully 

confirmed. 

Booking Details: 

• Meeting Room: [Room Name/Number] 

• Date: [Date] 

• Time: [Start Time] to [End Time] 

• Attendees: [Number of Attendees] 

• Equipment Needed: [List of Equipment] 

If you have any special requests or need to make changes to your booking, please do not hesitate 

to contact us. 

Thank you for choosing our facilities. We look forward to hosting your meeting. 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


