
Conference Room Reservation Request 

To: [Recipient's Name] 

From: [Your Name] 

Date: [Date] 

Subject: Conference Room Reservation Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the reservation of a 

conference room for an upcoming meeting. 

Details of the reservation: 

• Date: [Date of Reservation] 

• Time: [Start Time] to [End Time] 

• Attendees: [Number of Attendees] 

• Room Preference: [Preferred Room Name/Number] 

• Equipment Needed: [Projector, Whiteboard, etc.] 

Thank you for considering my request. Please let me know if the room is available or if there are 

alternative options. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


