Request for Temporary Conference Space
Booking

Date: [Insert Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request the temporary booking of conference
space at [Venue/Location Name] for our upcoming event.

Details of the booking are as follows:
o Date of Event: [Insert Date]
o Time: [Insert Start Time] to [Insert End Time]
o Expected Attendees: [Insert Number]
e Room Setup Requirements: [Insert Details]

We believe that your venue would be an ideal setting for our event, and we are eager to
collaborate with you for a successful gathering.

Please let us know the availability of the space for the requested date and any associated costs.
Thank you for considering our request. | look forward to your prompt response.

Best regards,

[Your Name]

[Your Title]

[Your Company/Organization]

[Your Phone Number]



[Your Email Address]



