[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

Date: [Insert Date]

[Recipient's Name]
[Company/Organization Name]
[Address]

[City, State, Zip Code]

Subject: Parking Space Reservation Request

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request a reservation for a parking space at
[Location] for the dates [Start Date] to [End Date].

Details of the reservation are as follows:

e Vehicle Make and Model: [Vehicle Make and Model]

o License Plate Number: [License Plate Number]

o Duration of Stay: [Duration]
| appreciate your assistance in this matter and look forward to your confirmation.
Thank you for your attention.

Sincerely,

[Your Name]



