
Formal Approval for Marketing Event Participation 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to inform you that your request for participation in the [Event Name] scheduled 

for [Event Date] at [Event Location] has been formally approved. 

Your engagement in this marketing event aligns with our strategic initiatives and we believe your 

presence will contribute positively to our goals. Please ensure you adhere to all guidelines and 

responsibilities outlined in our previous discussions. 

If you have any questions or require further assistance, feel free to reach out to me directly. 

Thank you for your commitment and enthusiasm towards representing [Your Company Name]. 

We look forward to a successful event. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


