
Concierge Service Request 

Date: [Insert Date] 

To: [Concierge Service Name] 

From: [Your Name] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Request for Ticket Procurement 

Dear [Concierge's Name], 

I hope this message finds you well. I am writing to request your assistance in procuring tickets 

for the following event: 

• Event Name: [Insert Event Name] 

• Date: [Insert Event Date] 

• Venue: [Insert Event Venue] 

• Ticket Quantity: [Insert Number of Tickets] 

• Seating Preference: [Insert Seating Preference] 

It would be greatly appreciated if you could provide availability and pricing options at your 

earliest convenience. 

Thank you for your assistance. I look forward to hearing from you soon. 

Best regards, 

[Your Name] 

[Your Position/Title, if applicable] 


