
Reservation Confirmation 

Dear [Recipient's Name], 

We are pleased to confirm your reservation for the executive meeting facility as per the details 

below: 

• Date: [Date] 

• Time: [Start Time] to [End Time] 

• Location: [Facility Name and Address] 

• Room Layout: [Room Layout Type] 

• Attendees: [Number of Attendees] 

Please let us know if you have any special requirements such as audiovisual equipment or 

catering services. 

Thank you for choosing our facility. We look forward to hosting your executive meeting. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information]  


