
Giveaway Management for Trade Shows and 

Expos 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are excited to announce our upcoming participation in [Event Name] on [Event Dates] at 

[Event Location]. As part of our strategy to engage with attendees, we will be organizing a 

giveaway to promote our brand and showcase our products. 

We would like to discuss the management of this giveaway to ensure a smooth and successful 

execution. Here are the proposed details: 

• Giveaway Items: [List of items] 

• Target Audience: [Target Audience Description] 

• Entry Method: [Describe how to enter] 

• Duration of Giveaway: [Start and End Dates] 

• Winner Announcement: [Date and Method of Announcement] 

Please let us know a convenient time for you to discuss the logistics, and if you have any 

additional suggestions or requirements. We want to make this event a great success for everyone 

involved! 

Thank you for your attention, and we look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


