
Identification Badge Request for Panel 

Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Customized Identification Badge Request for Panel Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request the issuance of a customized 

identification badge for the upcoming panel discussion titled "[Event Title]" scheduled for 

[Event Date]. 

As a participant in the event, I believe that having a personalized badge will not only enhance my 

visibility but also allow for a more professional engagement with fellow panelists and attendees. 

Below are the details for the identification badge: 

• Name: [Your Name] 

• Title: [Your Job Title] 

• Organization: [Your Organization] 

• Contact Information: [Your Email/Phone Number] 

Please let me know if you require any additional information to process this request. I appreciate 

your attention to this matter and look forward to the event. 

Thank you! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Organization] 


