
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Conference Organizing Committee/Company Name] 

[Address] 

[City, State, Zip Code] 

Subject: Letter of Intent to Join [Conference Name] 

Dear [Recipient's Name], 

I am writing to express my intent to participate in the upcoming [Conference Name] scheduled to 

take place on [Conference Dates] at [Location]. I am excited about the opportunity to engage 

with industry leaders and fellow professionals in [specific field or topic]. 

As [Your Position] at [Your Company], I believe my participation will not only enhance my 

understanding of the latest industry trends but also contribute to the discussions surrounding 

[specific topics of interest related to the conference]. 

I am particularly interested in attending sessions on [mention any specific sessions or themes], 

and I am eager to network with other attendees to exchange insights and foster collaboration. 

Thank you for considering my request to join this esteemed conference. I look forward to your 

confirmation and any further information regarding the registration process. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


