Request for Conference Room Booking

Date: [Insert Date]

To: [Recipient's Name]
[Company/Organization Name]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally request the booking of a conference room for our upcoming meeting
scheduled on [Insert Date] at [Insert Time].

Details of the Booking:

e Room Requirement: [Specify Room Type or Preferences]

e Number of Attendees: [Insert Number]

o Duration: [Insert Duration]

o Equipment Needed: [List Equipment, if any]

If the requested room is unavailable, please let me know about alternate options. | appreciate
your assistance in arranging this booking and look forward to your confirmation.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]
[Your Contact Information]



