
Letter of Request for Business Event Participation 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number] 

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, ZIP Code] 

Dear [Recipient's Name], 

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

upcoming [Name of Event] scheduled for [Event Date] at [Event Location]. Our company, [Your 

Company Name], is keen on engaging with industry leaders and exploring new opportunities 

presented at this event. 

As [briefly describe your company's role in the industry, key products/services, or notable 

achievements], we believe that our participation will not only enhance our understanding of 

market trends but also contribute to the discussions and collaborations at the event. 

We would appreciate any information you can provide regarding registration, participation 

requirements, and the agenda of the event. We look forward to the possibility of joining and 

contributing to this exciting opportunity. 

Thank you for considering our request. I am looking forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


