|_etter of Request

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]
[Recipient's Name]
[Recipient's Title]
[Organization's Name]
[Organization's Address]
[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally request attendance at the upcoming
Open Technology Forum scheduled for [insert date] at [insert location].

The forum presents a valuable opportunity for professionals in the technology field to discuss
current trends, share knowledge, and network with peers. I believe that my participation would
not only enhance my understanding of the industry but also contribute positively to the

discussions.

Thank you for considering my request. | look forward to the possibility of participating in this

exciting event.
Sincerely,

[Your Name]



