
Booking Request for Community Meeting 

Date: [Insert Date] 

To: [Venue Manager's Name] 

[Venue Name] 

[Venue Address] 

Dear [Venue Manager's Name], 

I am writing to request the booking of [Venue Name] for a community meeting. The details of 

the meeting are as follows: 

• Date of Meeting: [Insert Date] 

• Time: [Insert Start Time] - [Insert End Time] 

• Expected Attendance: [Insert Number] 

• Purpose of Meeting: [Insert Reason] 

We would appreciate access to audio-visual equipment and seating arrangements as required. 

Please let us know about the availability of the venue on the specified date. 

Thank you for considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


