Banguet Hall Booking Request

Date: [Insert Date]

To,

[Banquet Hall Manager's Name]
[Banquet Hall Name]

[Banquet Hall Address]

Dear [Banquet Hall Manager's Name],

| hope this message finds you well. | am writing to request a reservation for the banquet hall for
an upcoming event.

Details of the event are as follows:

« Date of Event: [Insert Event Date]

o Time of Event: [Insert Start Time] to [Insert End Time]

e Number of Guests: [Insert Expected Number of Guests]

o Type of Event: [Insert Type of Event]

Please let me know about the availability for the specified dates and any requirements needed for
the booking process. | look forward to your prompt response.

Thank you for your assistance.

Sincerely,

[Your Name]

[Your Contact Information]
[Your Address]



