
Venue Reservation Request for Corporate 

Event 

Date: [Insert Date] 

To: [Venue Manager's Name]  

[Venue Name]  

[Venue Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

Dear [Venue Manager's Name], 

I hope this message finds you well. My name is [Your Name], and I am writing on behalf of 

[Your Company Name]. We are interested in reserving your venue for our upcoming corporate 

event. 

Event Details: 

Event Name: [Event Name] 

Date of Event: [Event Date] 

Start Time: [Start Time] 

End Time: [End Time] 

Number of Attendees: [Estimated Number of Attendees] 

Type of Event: [Type of Event, e.g., Conference, Workshop, Meeting] 

We would appreciate it if you could confirm the availability of the venue for our desired date and 

provide information about the rental fees, amenities, and any additional services you offer. 

Thank you for your assistance. We look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


