
Inquiry for Event Display Approval 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Organization/Company Name] 

[Organization/Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of obtaining 

approval for an event display during the upcoming [Event Name] scheduled for [Event Date]. 

We believe that our display will greatly contribute to the overall experience of the event and 

align with the objectives of [Event Name]. We would like to request your guidance on the 

necessary steps to secure approval for our participation. 

Thank you for considering our request. I look forward to your response. 

 

Sincerely, 

[Your Name] 



[Your Title/Position] 

[Your Organization/Company Name] 


