
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title/Position]  

[Organization/Conference Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to express my interest in participating in the [Conference 

Name] scheduled for [Dates] in [Location]. I am [Your Position/Title] at 

[Your Institution/Organization], where I [briefly describe your role and 

relevant experience].  

I would like to contribute to the conference by [briefly explain how you 

wish to participate, e.g., presenting a paper, joining a panel 

discussion, etc.]. My proposed topic is [briefly outline your topic or 

area of expertise related to the conference theme].  

I believe that my background in [mention relevant experience or research] 

aligns well with the goals of this conference and I am eager to share my 

insights with fellow attendees.  

Please let me know if there are specific guidelines for participation or 

additional information needed from my side. I appreciate your 

consideration and look forward to the opportunity to contribute to the 

[Conference Name].  

Thank you for your attention.  

Sincerely,  

[Your Name]  

[Your Position/Title]  

[Your Institution/Organization] 


