Table Reservation Request
Date: [Insert Date]

To: [Venue Manager's Name]

[Venue Name]

[Venue Address]

Dear [Venue Manager's Name],

| am writing to request a reservation for a table at your esteemed venue for our upcoming
corporate gala dinner.

Event Details:

Event Date: [Insert Date]

Event Time: [Insert Time]

Number of Guests: [Insert Number]

Menu Preferences: [Insert Preferences]

Special Requirements: [Insert Any Special Needs]

We would greatly appreciate if you could confirm the reservation at your earliest convenience.
Please feel free to contact me at [Your Phone Number] or [Your Email] should you need any
further information.

Thank you for your attention to this matter. We look forward to enjoying our evening at [Venue
Name].

Sincerely,

[Your Name]
[Your Position]
[Your Company]

[Your Contact Information]



