
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Conference Name] 

[Conference Address] 

[City, State, Zip Code] 

Subject: Presentation Proposal for [Conference Name] 

Dear [Recipient Name], 

I am writing to propose a presentation for the upcoming [Conference Name] scheduled on 

[Conference Dates]. My proposed topic is "[Title of Presentation]," which focuses on [Brief 

Description of Topic]. 

The presentation aims to [Goals and Objectives of Presentation]. I believe this topic will resonate 

well with the conference theme "[Theme of the Conference]." 

I have experience in [Relevant Experience] and have presented at [Previous Conferences or 

Events]. I am keen to share insights and engage with fellow attendees on this important subject. 

Thank you for considering my proposal. I look forward to the opportunity to contribute to 

[Conference Name]. Please feel free to contact me at [Your Phone Number] or [Your Email 

Address] if you need any further information. 

Sincerely, 

[Your Name] 

[Your Institution or Organization] 


