
Participation Request for Upcoming 

Conference 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your participation in the 

upcoming [Conference Name], which will be held on [Dates] at [Location]. This event aims to 

bring together industry leaders, researchers, and professionals to discuss [Briefly describe the 

conference theme or agenda]. 

We believe your insights and expertise in [Recipient's Field/Area of Expertise] would greatly 

benefit our attendees and contribute to the overall success of the conference. Your participation 

would involve [Detail the nature of participation, e.g., speaking, panelist discussion, workshop 

facilitation]. 

Please let us know your availability for this event by [Response Deadline]. Should you require 

any further information or assistance, feel free to contact me at [Your Phone Number] or [Your 

Email Address]. 

Thank you for considering our request. We look forward to the possibility of your participation. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


