
Inquiry for Conference Hall Availability 

Date: [Insert Date] 

Dear [Venue Manager's Name], 

I hope this message finds you well. I am writing to inquire about the availability of your 

conference hall for an upcoming event we are planning. 

We are interested in booking the hall on [insert desired dates] for [insert duration]. The event 

will host approximately [insert number of attendees] attendees. 

Could you please provide us with information regarding the availability, rental rates, and any 

additional services you offer? Additionally, I would appreciate any details about the facilities 

available in the conference hall. 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


