
Request for Event Flyers 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Title] 

[Insert Recipient's Organization] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to kindly request your assistance in creating 

flyers for our upcoming local concert, which is scheduled for [Insert Date of Concert] at [Insert 

Venue Name]. 

The concert will feature [Insert Band/Artist Name(s)] and aims to bring our community together 

for a night of great music and fun. We expect a gathering of [Insert Expected Attendance] 

attendees and would greatly appreciate your help in promoting the event through visually 

appealing flyers. 

We would like the flyers to include the following information: 

• Event Name: [Insert Concert Name] 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Venue: [Insert Venue Name & Address] 

• Ticket Pricing: [Insert Pricing Info] 

• Contact Information: [Insert Contact Info] 

Thank you for considering our request. We are eager to collaborate and make this event a 

success. Please let us know if you need any further details or if we can offer any assistance in 

this process. 

Looking forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


