Inquiry for Conference Room Availability

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inquire about the availability of your
conference room for an upcoming event that we are planning.

Details of the event are as follows:
o Date: [Insert Date]
e Time: [Insert Time]
e Number of Attendees: [Insert Number]
e Setup Requirements: [Insert Requirements]

Could you please let me know if the conference room is available during this time? Additionally,
if available, 1 would appreciate information regarding any associated costs and amenities offered.

Thank you for your assistance. | look forward to your prompt response.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



