
Inquiry About Upcoming Business Event 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the details of the upcoming 

business event scheduled for [Event Date]. I am interested in learning more about the agenda, 

keynote speakers, and any registration requirements. 

Could you please provide me with the following information? 

• Event Location 

• Schedule of Activities 

• Cost of Registration 

• Networking Opportunities 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


