[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to express my interest in offering my assistance with event planning for [specific
event or type of events]. With my background in [briefly describe your relevant experience or

skills], I am confident in my ability to contribute effectively to your team.

| am particularly drawn to [mention any specific aspects of the event or organization that interest
you], and I believe my expertise can help create a memorable experience for all attendees.

| would appreciate the opportunity to discuss how I can assist you further. Thank you for
considering my request, and I look forward to the possibility of collaborating with you.

Sincerely,

[Your Name]



