
Request for Attendance 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Email Address] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Organization Name] 

[Organization Address] 

[City, State, ZIP Code] 

Subject: Request for Attendance at Local Town Hall Forum 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request attendance at the upcoming 

Local Town Hall Forum scheduled for [insert date and time] at [insert location]. As a concerned 

resident of [Your Town/City], I believe that attending this forum will provide an essential 

opportunity to engage with local leaders and address community issues. 

The forum's agenda, which includes discussions on [insert topics], is particularly relevant to my 

interests and the interests of my fellow citizens. I would appreciate the chance to voice my 

opinions and gain insights into the initiatives being discussed. 

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

Sincerely, 

[Your Name] 

[Your Signature (if sending a hard copy)] 


