
Request for Conference Room Reservation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to request the reservation of a conference meeting room for our upcoming meeting 

scheduled on [insert date] from [start time] to [end time]. 

Details of the meeting: 

• Purpose: [Describe the purpose of the meeting] 

• Expected Attendees: [Number of attendees] 

• Room Setup: [Specify room setup, e.g., theater, classroom, boardroom] 

We would appreciate it if you could confirm the reservation at your earliest convenience. Please 

let me know if the requested room is available or if there are alternative options. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


