[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. My name is [Your Name], and | am currently pursuing a
career in event management. | am very interested in the opportunity to interview for a position
with [Company Name]. | admire your organization's commitment to delivering exceptional
events and believe my skills and passion for event planning would make me a valuable addition
to your team.

| would greatly appreciate the chance to discuss my qualifications and learn more about the
potential opportunities within your company. Please let me know if you are available for a brief
meeting or call in the coming weeks.

Thank you for considering my request. | look forward to the possibility of speaking with you.

Sincerely,

[Your Name]



