
Conference Room Reservation Email

Subject: Conference Room Reservation

Hi [Recipient Name],

I would like to reserve the conference room at [Office/Building Name] on [Date] from [Start Time] to

[End Time] for a meeting with [Number of Attendees]. Please confirm the availability and any

necessary equipment arrangements.  

Thank you for your assistance.

Best,

[Your Name]

[Position]

[Contact Information]

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


