
Request for Team Member Biographies 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming [Event/Project], we would 

like to request a brief biography of each team member involved. This will help us effectively 

introduce our team and highlight their expertise. 

Could you please provide the following for each team member: 

• Name 

• Position 

• A brief overview of their professional background (3-5 sentences) 

• Any relevant accomplishments or specialties 

We would appreciate it if you could send the biographies by [Deadline Date] to ensure we have 

enough time to compile and format the information. 

Thank you for your cooperation. Please feel free to reach out if you have any questions or need 

further information. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


