Date: [Insert Date]

[Your Name]

[Your Position]

[Your Department]
[Your Company Name]
[Your Email]

[Your Phone Number]

[Recipient's Name]
[Recipient's Position]
[Recipient's Department]
[Company Name]
[Company Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally appeal for priority access to the
conference rooms within our facility. Due to [explain the reason, e.g., an increase in team
meetings, client presentations, etc.], having priority access would greatly enhance our
productivity and efficiency.

Currently, our team has faced challenges securing appropriate meeting spaces, which has
hampered our ability to [explain consequences, e.g., collaborate effectively, meet with clients
timely, etc.]. Granting us priority access would enable us to [list potential benefits, e.g., hold
meetings without delays, foster better teamwork, etc.].

| understand that conference room availability is limited; however, | assure you that my team
will utilize this access responsibly and efficiently. I am happy to discuss this further or provide
any additional information needed to support this request.

Thank you for considering my appeal. | look forward to your positive response.

Sincerely,

[Your Name]

[Your Position]
[Your Department]



