[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Title]
[Organization's Name]
[Organization's Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to request further details regarding the
upcoming award ceremony scheduled on [Date of Ceremony]. As a nominee/[specific role
related to the ceremony], | would like to ensure my attendance and would appreciate information

regarding the following:

Location and time of the event

Dress code or any specific guidelines

Additional details related to the ceremony proceedings
RSVP process and deadline

Your assistance in this matter would be greatly appreciated, and I look forward to your prompt

response.

Thank you for your attention to this request.

Sincerely,

[Your Name]



