
Booking Request for Private Celebration 

Space 

Date: [Insert Date] 

To Whom It May Concern, 

I hope this message finds you well. I am writing to inquire about the availability of your private 

celebration space for an upcoming event I am planning. 

Details of the event are as follows: 

• Event Type: [Insert Event Type] 

• Date of Event: [Insert Date] 

• Time of Event: [Insert Time] 

• Number of Guests: [Insert Number] 

Please let me know if the space is available for the specified date and time. Additionally, I would 

appreciate any information regarding the booking process, pricing, and any available amenities. 

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

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Address] 


