[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Title]
[Organization Name]
[Organization Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to inquire about the upcoming global summit on
[specific topic or theme] scheduled for [dates]. As an [your position or role] at [your
organization], I am interested in understanding the participation process and requirements for
this significant event.

Could you please provide me with more detailed information regarding the following:

e Registration process and fees

« Participating organizations and speakers
e Event schedule and location details

« Any available resources for preparation

Thank you for your time and assistance. | look forward to your prompt response, as | am eager to
ensure our participation in this important summit.

Warm regards,
[Your Name]

[Your Position]
[Your Organization]



