
Formal Conference Hall Booking Request Letter

Subject: Request to Book Conference Hall on [Date]

Dear [Manager/Administrator Name],

I am writing to formally request the booking of the [Conference Hall Name] for our upcoming event

scheduled on [Date] from [Start Time] to [End Time]. The event will include [brief description of

attendees or purpose, e.g., company meeting, seminar, workshop].

We kindly request confirmation of the hall reservation and any details regarding available facilities,

including seating arrangements, AV equipment, and refreshments. Please let us know the

procedure for completing the booking and any payment requirements.

Thank you for your assistance.

Sincerely,

[Your Name]

[Your Position/Organization]

[Contact Information]
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