
Request for Meeting Space 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient Name], 

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

for an upcoming meeting scheduled for [Insert Meeting Date and Time]. 

The details of the meeting are as follows: 

• Meeting Title: [Insert Meeting Title] 

• Number of Attendees: [Insert Expected Number] 

• Duration: [Insert Duration] 

• Preferred Setup: [Insert Setup Type, e.g., Boardroom, Classroom] 

• Special Requirements: [Insert Any Additional Needs] 

We believe that your facility would be perfect for our meeting, and we appreciate your 

consideration of our request. Please let me know if the specified date and time are available or if 

there are any other options we might consider. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


