[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Conference Name]

[Conference Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. | am writing to express my interest in serving as a session
chair for the upcoming [Conference Name] scheduled to be held on [Conference Dates] in
[Location]. With my background in [Your Field/Area of Expertise] and experience in organizing
academic events, | believe | could contribute positively to the proceedings.

| am particularly drawn to this opportunity due to the conference's focus on [Specific Topics of
the Conference], and | am eager to facilitate engaging discussions among participants. My
previous experience as [Your Previous Relevant Experience] has equipped me with valuable
skills in managing sessions effectively.

Please let me know if there are any formalities or additional information required to process my
request. Thank you for considering my application. I look forward to the opportunity to
contribute to the success of [Conference Name].

Sincerely,

[Your Name]

[Your Position/Title]

[Your Institution/Organization]



