
[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Website] 

[Date] 

To the Organizing Committee of [Trade Show Name], 

I am writing to formally express [Your Company Name]'s interest in participating as a vendor at 

the upcoming [Trade Show Name], scheduled for [Date] at [Location]. 

We have long admired the reputation of [Trade Show Name] as a premier event for the [Industry 

Name] industry. Our current product line, specifically [Key Product/Service], aligns perfectly 

with the interests of your expected audience of [Target Demographic]. We believe our presence 

would provide significant value to attendees by offering [Unique Selling Point/Solution]. 

In the past year, [Your Company Name] has achieved [Brief Mention of Achievement or 

Innovation]. We are eager to showcase these advancements and engage with the professional 

community fostered by your event. We are prepared to meet all exhibition requirements and are 

interested in learning more about available booth tiers and sponsorship opportunities. 

Attached you will find our company profile and a brief catalog of the products we intend to 

display. We look forward to the possibility of collaborating with you to make this year's show a 

success. 

Thank you for your time and consideration. 

Sincerely, 

 

[Signature] 

[Printed Name] 

[Phone Number] 

[Email Address] 


