
Request for Meeting Room Allocation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

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

room for an upcoming event organized by [Your Organization/Department Name]. 

Details of the meeting are as follows: 

• Date: [Insert Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Expected Attendees: [Insert Number] 

• Purpose: [Brief Description of the Meeting] 

• Preferred Room: [Specify Room, if any] 

We believe that your venue will be ideal for this event, and we assure you that we will adhere to 

all the necessary guidelines and protocols. 

Thank you for considering our request. I am looking forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization/Department Name] 

[Your Contact Information] 


