
Inquiry for Academic Conference Program 

Details 

Date: [Insert Date] 

Recipient Name 

Recipient Title 

Conference Organizer 

Organization Name 

Organization Address 

City, State, Zip Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inquire about the upcoming [Conference 

Name] scheduled to take place on [Conference Dates] at [Conference Location]. As a [Your 

Position/Title] at [Your Institution/Organization], I am very interested in participating. 

Could you please provide me with the following details regarding the conference program: 

• Keynote speakers and their topics 

• Schedule of sessions and workshops 

• Submission guidelines for papers/posters 

• Registration fees and deadlines 

• Accommodation recommendations 

Thank you for your assistance. I am looking forward to your prompt response so that I can make 

the necessary arrangements. 

Best regards, 

[Your Name] 

[Your Position/Title] 

[Your Institution/Organization] 

Email: [Your Email] 

Phone: [Your Phone Number] 


