
Request for Scheduling a Public Engagement 

Your Name 

Your Address 

City, State, ZIP Code 

Email Address 

Phone Number 

Date 

Recipient Name 

Recipient Title 

Organization Name 

Organization Address 

City, State, ZIP Code 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the opportunity to schedule a 

public engagement with [specific audience or community] on [proposed date(s)] at [proposed 

location]. The aim of this engagement is to [briefly explain the purpose and goals of the 

engagement]. 

We believe that facilitating this engagement will not only provide valuable insights but also 

strengthen our community's collaboration towards [shared objectives or values]. I am confident 

that your participation will greatly enhance the experience. 

Please let me know your availability for the proposed dates or if there are alternative dates that 

would work better for you. I look forward to your positive response and am eager to collaborate 

on this meaningful event. 

Thank you for considering this request. 

Sincerely, 

Your Name 



Your Title 

Your Organization 


