Request for Multipurpose Room

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Title]
[Organization Name]
[Organization Address]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request the use of the multipurpose
room for [specific event or purpose] on [date(s)] from [start time] to [end time].

We expect approximately [number of participants] attendees and will require [specific setup
requirements, if any].

Please let me know if the room is available on the requested date and any further procedures |
need to follow to secure the reservation.

Thank you for considering our request. I look forward to your reply.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



