
Vendor Registration for Trade Fair 

Date: [Insert Date] 

To, 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Name], 

We are pleased to invite you to register as a vendor for the upcoming [Trade Fair Name], 

scheduled to take place on [Date] at [Location]. This event will provide a fantastic opportunity to 

showcase your products and connect with potential customers. 

Enclosed with this letter is the vendor registration form. Please complete the form and return it to 

us by [Submission Deadline Date] to secure your space. Ensure you include details of your 

products, as well as any requirements you may have for your booth setup. 

For your reference, the following details are pertinent: 

• Event Date: [Event Date] 

• Venue: [Venue Name and Address] 

• Booth Fee: [Fee Details] 

• Setup Timings: [Setup Timings] 

If you have any questions, please feel free to contact us at [Contact Information]. We look 

forward to your participation! 

Best Regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Organization Contact Information] 


