
Application for Conference Meeting Room 

Use 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Position] 

[Insert Organization's Name] 

[Insert Organization's Address] 

Dear [Insert Recipient's Name], 

I am writing to formally request the use of a conference meeting room at [Insert 

Location/Building Name] for our upcoming meeting scheduled on [Insert Date and Time]. The 

purpose of this meeting is to [briefly explain the purpose of the meeting]. 

We expect [Insert Number of Attendees] attendees and would appreciate a room that can 

comfortably accommodate this number. If available, we would also request access to [list any 

specific requirements such as audio-visual equipment, whiteboards, etc.]. 

Thank you for considering our request. I look forward to your positive response. 

Yours sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


