
Request for Conference Meeting Area 

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[Your Email]  

[Your Phone Number]  

[Date] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally request the reservation of a conference meeting area for an upcoming 

meeting scheduled on [Date] from [Start Time] to [End Time]. The purpose of the meeting is 

[Briefly state the purpose of the meeting]. 

Based on our requirements, we anticipate approximately [Number of Attendees] attendees. We 

would prefer a space that can accommodate [specific needs, e.g., seating arrangements, audio-

visual equipment, etc.], if available. 

If possible, please confirm the availability of the meeting area by [Date]. We appreciate your 

assistance in this matter and look forward to your prompt response. 

Thank you for considering our request. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company/Organization] 


