
Request for Access to Meeting Room 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally appeal for access to the meeting room located at [Location/Building 

Name]. As you are aware, our team requires a suitable space for our upcoming meetings 

scheduled for [specific dates]. 

Despite previous attempts to secure access, we have encountered challenges that hinder our 

ability to utilize this essential space. [Briefly explain the reason for your appeal, such as prior 

approvals being denied or misunderstandings about availability.] 

We believe that access to this meeting room will significantly enhance our productivity and 

collaboration as we work towards [specific goals/projects]. We assure you that we will adhere to 

all guidelines and schedules to maintain the room's integrity. 

Thank you for considering our request. I am hopeful for a positive response and am available for 

any further discussions regarding this matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 


