
Registration Request for Industry Trade 

Show 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request registration for the upcoming [Name of Industry Trade Show] 

scheduled on [Dates of the Event] at [Location]. As a representative of [Your Company Name], 

we are keen to participate in this esteemed event to showcase our products and services, and to 

connect with other industry professionals. 

Our company specializes in [Brief Description of Your Company/Products], and we believe that 

our presence at the trade show will not only increase our visibility but also contribute to the 

overall success of the event. 

Please let us know the necessary steps to complete our registration and any additional 

information that may be required. We look forward to your prompt response. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


