
Request for Organizing a Public Appearance 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

organizing a public appearance featuring [name of the individual or group] on [proposed date] at 

[proposed venue]. Given [brief reason or context for the request], we believe that this event 

would greatly benefit our community and promote [specific goals or themes]. 

We anticipate an audience of approximately [expected number of attendees], and we are 

committed to ensuring that all logistical arrangements are in place to make this event a success. 

We would be grateful for your support in [specific ways the recipient can assist, e.g., venue 

confirmation, promotion, etc.]. 

Please let us know your availability for a meeting to discuss this further. Thank you for 

considering our request. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title/Position] 



[Your Organization] 


