
Request for Trade Show Involvement 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to express my interest in participating in the 

upcoming [Trade Show Name] scheduled for [Date(s)] at [Location]. Our company, [Your 

Company Name], has a long-standing reputation in the [Your Industry] and we believe that our 

involvement will significantly contribute to the event's success. 

We are particularly interested in [specific aspects of involvement, e.g., exhibition space, 

sponsorship opportunities, speaking engagements], as we believe it aligns with our goals of 

showcasing our latest products and innovations to a broader audience. 

We would appreciate any information you could provide regarding participation details, 

registration processes, and any associated costs. Additionally, if there are opportunities for 

collaboration or partnership within the trade show framework, we would be eager to explore 

those options. 

Thank you for considering our request. We look forward to your positive response and hope to 

be a part of this exciting event. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


