
Informal Email Request for Conference Hall

Subject: Conference Hall Booking Request

Hi [Recipient Name],

I hope you are doing well. I would like to request the use of the [Conference Hall Name] on [Date]

for our team meeting from [Start Time] to [End Time]. We expect approximately [Number of

Attendees] attendees.

Please confirm if the hall is available and advise on any formalities we need to complete. Thank you

in advance for your support!

Best regards,

[Your Name]

[Department/Organization]

[Contact Information]

Get more templates here: 

https://www.lettersandtemplates.com/letters/request-letter-for-conference-hall-booking


