
Request to Reserve Conference Facilities 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company/Organization] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request the reservation of conference facilities at [Location/Facility 

Name] for our upcoming event. 

Details of the event are as follows: 

• Event Date: [Insert Date] 

• Event Time: [Insert Time] 

• Estimated Attendance: [Insert Number of Attendees] 

• Room Setup Required: [Insert Setup Type] 

We would greatly appreciate it if you could confirm the availability of the facilities on the 

specified date and any associated costs. Additionally, please let us know if there are any specific 

requirements or forms we need to complete. 

Thank you for considering our request. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


