
Letter of Presentation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution] 

[Address] 

[City, State, Zip Code] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Institution] 

[Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I am writing to present our upcoming historical exhibit titled "[Exhibit Title]," which aims to 

explore [Brief Description of the Exhibit]. This exhibit will take place from [Start Date] to [End 

Date] at [Venue/Location]. 

The exhibit will feature [Brief Overview of Featured Items or Themes], providing attendees with 

an engaging and educational experience that highlights [Significance of the Exhibit]. 

We would be honored to have your support and participation in this event. We believe that your 

involvement would greatly enhance the reach and impact of the exhibit. 

Thank you for considering our request. We look forward to your positive response. 

 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Institution] 

[Contact Information] 


