
Venue Booking Confirmation for Trade Show 

Date: [Date] 

To: 

[Recipient Name] 

[Company Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are pleased to confirm your venue booking for the upcoming trade show. Below are the 

details of your reservation: 

Event Details: 

• Event Name: [Trade Show Name] 

• Date: [Event Date] 

• Time: [Event Time] 

• Venue: [Venue Name] 

• Address: [Venue Address] 

Please review the details above and let us know if you have any questions or require further 

assistance. We look forward to a successful event! 

Thank you for choosing our venue. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


