
Feedback on Conference Room Facilities 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Feedback on Conference Room Facilities 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide feedback regarding the conference 

room facilities used during our recent meeting on [insert date]. Overall, I appreciate the 

opportunity to utilize the space, but I would like to share some observations that could enhance 

future experiences. 

• Technology: The AV equipment was somewhat outdated, and we encountered issues 

with the projector connection. Upgrading this technology would greatly improve 

presentations. 

• Seating Arrangements: The seating could be more comfortable. Considering ergonomic 

chairs would benefit long meetings. 

• Climate Control: The room was quite warm, and it would be helpful to have more 

effective air conditioning options. 

• Catering Services: The refreshments provided were satisfactory, but having more varied 

options would add value for attendees. 

Thank you for considering this feedback. I believe that by addressing these points, we can 

greatly enhance the overall experience for all meeting participants. I look forward to your 

response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


