
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Essay Presentation  

I hope this letter finds you well. I am writing to request an opportunity 

to present my essay titled "[Title of Your Essay]" as part of [specific 

event or course requirement, if applicable].  

[Briefly introduce the topic and significance of your essay. You may 

include a thesis statement or key arguments that you plan to discuss 

during the presentation.]  

The presentation is intended to [explain the purpose of the presentation 

and its relevance to the audience or event]. I believe it will be 

beneficial for [mention any potential benefits for the audience or 

institution].  

I am available for the presentation on [provide a few dates and times you 

are available] and would be grateful if we could schedule a session.  

Thank you for considering my request. I look forward to your positive 

response.  

Sincerely,  

[Your Name]  

[Your Student ID, if applicable]  

[Your Course and Year, if applicable] 


