Request for Hospitality Suite Allocation

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]

[Your Company Address]
[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Recipient Name]
[Recipient Position]
[Recipient Company]
[Recipient Address]
[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally request the allocation of a hospitality suite for our upcoming corporate
event scheduled for [Event Date] at [Event Location]. As our organization continues to grow and
cultivate meaningful relationships with our clients and partners, we believe that hosting this
event provides an excellent opportunity to showcase our products/services in a conducive
environment.

We anticipate approximately [Number of Guests] attendees and believe that the hospitality suite
will serve as an ideal space for networking and engaging with our guests. We kindly request the
suite for the duration of the event on [Specify Dates] and, if possible, assistance with catering
and audiovisual arrangements.

Thank you for considering our request. We look forward to the possibility of collaborating with
you to make our event a success. Please feel free to contact me at [Your Phone Number] or
[Your Email] should you require any further information.

Sincerely,
[Your Name]

[Your Position]
[Your Company]



