
Conference Room Reservation Confirmation 

Dear [Recipient's Name], 

We are pleased to confirm your reservation for the conference room. 

Reservation Details: 

• Room Name: [Room Name] 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Number of Attendees: [Number] 

Please ensure that the room is left in its original condition after use. If you require any additional 

equipment or assistance, do not hesitate to contact us. 

Thank you for choosing our facility. We look forward to hosting your event. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


