
Promotional Material Submission 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to submit our promotional materials for the 

upcoming [Technology Conference Name], scheduled to take place on [Conference Dates] at 

[Conference Venue]. 

Enclosed you will find the following promotional items: 

• [Item 1: Description] 

• [Item 2: Description] 

• [Item 3: Description] 

These materials highlight our latest innovations and technologies that we are excited to showcase 

at the conference. We believe they will greatly contribute to our presence and engage the 

attendees effectively. 

Please let us know if you require any additional information or adjustments to the materials 

provided. We appreciate your support and look forward to a successful exhibition. 

Thank you for your attention to this matter. 

 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


