Conference Room Reservation Letter

Subject: Request for Conference Room Booking

Dear [Facility Manager Name],

| am writing to request the booking of the [Conference Room Name/Number] on [Date] from [Start
Time] to [End Time] for [Purpose/Event].

Kindly confirm the availability and any equipment provided, such as projectors or seating
arrangements. Your confirmation will help us finalize the agenda and notify participants.

Thank you for your support.

Sincerely,

[Your Name]

[Organization Name]

Get more templates here: https://www.lettersandtemplates.com/letters/letter-of-making-reservation



