[Your Name]

[Your Address]

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

[Recipient Name]
[Organization/Conference Name]
[Organization Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to inquire about the parking pass issuance for
the upcoming [Conference Name] scheduled for [Dates of Conference]. As a registered attendee,
| would like to understand the process and availability of parking passes during the event.

Could you please provide me with information on how to obtain a parking pass and any
associated fees? Additionally, it would be helpful to know the designated parking areas for
conference attendees.

Thank you for your assistance. | look forward to your prompt response.

Sincerely,
[Your Name]



