
Request for Participation in Community 

Event 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request your participation in the upcoming community event, [Event 

Name], scheduled for [Event Date] at [Event Location]. This event aims to [briefly describe the 

purpose of the event and its significance]. 

Your involvement would greatly enhance the experience for all attendees and help raise 

awareness about [related cause or topic]. We would be honored to have you participate as a 

[speaker, panelist, host, etc.], and share your insights with the community. 

Please let us know if you are available for this event and if there are any specific requirements or 

accommodations you may need. 

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

Sincerely, 

[Your Name] 

[Your Position, if applicable] 

[Your Organization, if applicable] 


