
Formal Application for Meeting Space Usage 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

Dear [Recipient's Name], 

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

at [Location or Venue Name] on [Date] from [Start Time] to [End Time] for [Purpose of 

Meeting]. 

We expect approximately [Number] participants and would require facilities equipped with [Any 

Specific Equipment or Setup Required]. If available, we would also appreciate access to 

[Additional Resources, e.g., A/V equipment, refreshments]. 

Please let me know if the space is available on the requested date, along with any additional 

information regarding terms and conditions. Thank you for considering our application. I look 

forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


