Annual Meeting Participation Request

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request participation in the
upcoming Annual Meeting scheduled for [Insert Date]. | believe attending this meeting will

provide valuable insights into our ongoing projects and future directions.

As an active member of [Your Department/Team], | am keen to contribute my ideas and
collaborate with other team members during this crucial gathering.

Thank you for considering my request. | look forward to your positive response.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



