
Request for Executive Meeting Room 

Booking 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the booking of the executive meeting 

room for an upcoming meeting. 

Details of the Booking: 

• Date: [Insert Date] 

• Time: [Insert Start Time] to [Insert End Time] 

• Number of Participants: [Insert Number] 

• Purpose of the Meeting: [Insert Purpose] 

We would appreciate your assistance in reserving the room for the specified date and time. If it is 

unavailable, please let us know of alternative options. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


