
Request for Conference Venue Reservation 

Date: [Insert Date] 

[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Venue Manager's Name]  

[Venue Name]  

[Venue Address]  

[City, State, Zip Code]  

Dear [Venue Manager's Name], 

I am writing to request the reservation of the [specific venue/room name] for our upcoming 

conference scheduled on [insert date]. We anticipate approximately [number of attendees] 

attendees and will require the venue from [start time] to [end time]. 

We would appreciate it if you could provide us with information regarding the availability of the 

venue, as well as the associated costs, amenities, and any specific requirements you may have. 

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

Sincerely, 

[Your Name]  

[Your Title]  

[Your Organization] 


