Date: [Insert Date]

[Recipient's Name]

[Recipient's Title/Position]

[Conference Organizing Committee/Institution Name]
[Address Line 1]

[Address Line 2]

Subject: Inquiry Regarding Conference Participation Guidelines
Dear [Recipient's Name],

I am writing to formally inquire about the participation guidelines for the upcoming [Name of Conference] to be held on [Conference Dates],
organized by [Organizing Committee/Institution Name]. As a prospective participant, I seek to ensure full compliance with all requirements and to
properly prepare for the event.

I kindly request detailed information regarding the following aspects:

Registration procedures, deadlines, and associated fees

Eligibility criteria for participation and presentation

Formats and submission guidelines for presentations (oral, poster, workshops, etc.)
Required documentation for registration and participation

Important deadlines and key dates for submissions and notifications

Any specific protocols or instructions for in-person or virtual attendance

Understanding these guidelines is essential for me to facilitate proper planning and ensure effective engagement at the conference. I would
appreciate it if you could share any relevant documents or direct me to the official resources containing this information.

Thank you for your attention to this inquiry. I look forward to your prompt response and to participating in a successful and enriching conference
event.

Sincerely,

[Your Name]

[Your Title/Position, if applicable]

[Your Institution/Organization, if applicable]
[Your Contact Information]



