
Office Space Allocation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Office Space Allocation for Employee Training Sessions 

 

Dear [Recipient's Name], 

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

for upcoming employee training sessions scheduled on [Insert Dates]. 

The training sessions will involve [Insert Number of Participants] participants and will focus 

on [Insert Training Topic]. The sessions are designed to enhance our team's skills and overall 

productivity. 

We require a suitable space that can accommodate all participants comfortably and is equipped 

with the necessary facilities such as [Insert Requirements, e.g., projectors, whiteboards]. 

I appreciate your consideration of this request. Please let me know if we can proceed with this 

allocation or if there are any forms or processes to complete. 

Thank you for your attention to this matter. I look forward to your prompt response. 

 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Department]  

[Your Contact Information] 


