
Exhibition Space Request for [Conference 

Name] 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to announce our upcoming event, 

[Conference Name], which will take place on [Conference Dates] at [Venue Name]. As part of 

this event, we are offering sponsors the opportunity to exhibit their products and services to a 

diverse audience. 

We believe that [Company/Organization Name] would greatly benefit from participating as an 

exhibitor. Your innovative solutions align perfectly with our conference theme of [Conference 

Theme]. We would like to formally request an exhibition space for your company at this 

prestigious event. 

Details regarding the exhibition space are as follows: 

• Location: [Exhibition Area] 

• Booth Size: [Dimensions] 

• Price: [Cost] 

• Included Amenities: [List Amenities] 

We are dedicated to making this conference a success and believe that your presence will add 

significant value to the experience of our attendees. 

Please let us know if you are interested in securing an exhibition space at your earliest 

convenience. We look forward to the possibility of collaborating with [Company/Organization 

Name] at [Conference Name]. 

Thank you for considering our request. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


