
Request for Participation in Trade Event 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request our participation in the 

upcoming [Name of Trade Event], scheduled to take place on [Event Dates] at [Event Location]. 

Our company, [Your Company], specializes in [brief description of your business or products], 

and we believe that our presence at this event would be highly beneficial. We are eager to 

showcase our innovations and connect with potential clients and partners in the industry. 

We would appreciate the opportunity to discuss our participation in more detail, including 

potential sponsorship options or booth arrangements. Please let us know a convenient time for us 

to discuss this further. 

Thank you for considering our request. We look forward to the possibility of collaborating with 

[Recipient's Company] at [Name of Trade Event]. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


