
Conference Room Reservation Request 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Date: [Current Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the reservation of a conference room 

for an upcoming meeting. 

Details of the Reservation: 

• Date: [Desired Date] 

• Time: [Requested Time] 

• Duration: [Duration of the Meeting] 

• Number of Attendees: [Estimated Number] 

• Room Configuration: [Theater, Boardroom, etc.] 

Please let me know if the requested time and room are available. If not, I would appreciate any 

alternatives you can suggest. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


