
Letter of Demand for Specialized Assistance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request specialized assistance in 

organizing a multi-day retreat scheduled for [insert dates], to be held at [insert venue/location]. 

Given the complexity and the unique needs of our group, I believe your expertise would be 

invaluable in ensuring a successful event. 

We require assistance with the following: 

• Site selection and logistics management 

• Accommodation and meal arrangements 

• Program development and scheduling 

• Facilitator and speaker coordination 

• Transportation services 

• All necessary permits and insurance 

It's imperative that all arrangements align with our organizational goals and values, emphasizing 

[insert any specific focus, e.g., sustainability, inclusivity, etc.]. We would appreciate your insight 

into potential venues and services that fit this criterion. 

Please let us know your availability for a meeting to discuss this project further. You can reach 

me at [your phone number] or [your email address]. I look forward to your prompt response. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 


