
Trade Show Vendor Participation Request 

Date: [Insert Date] 

[Vendor's Name] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. I am writing to formally request your participation as a 

vendor at the upcoming [Trade Show Name], scheduled to take place on [Dates] at [Location]. 

This event is expected to attract a diverse audience of industry professionals and potential 

customers. 

Your presence would be invaluable, and we believe that your products/services align perfectly 

with the interests of our attendees. We are excited about the possibility of showcasing your 

offerings to a wider audience and enhancing the overall experience of the trade show. 

Please let us know your interest in participating by [RSVP Date]. Should you require any 

additional information or clarification, feel free to reach out at [Your Email] or [Your Phone 

Number]. 

Thank you for considering this opportunity. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Phone Number] 

[Your Email] 


