
Request for Video Production Assistance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request assistance with an upcoming video 

production project that we are currently undertaking. Below are the specific requirements we are 

looking for: 

Project Overview 

[Brief description of the video project and its objectives] 

Requirements 

• Pre-Production: Scriptwriting, Storyboarding, Location Scouting 

• Production: Filming, Directing, Equipment Rental 

• Post-Production: Editing, Sound Design, Color Correction 

• Budget: [Specify budget ranges, if applicable] 

• Timeline: [Specify project timeline] 

If you are available and interested in collaborating with us on this project, please let me know 

your availability for a meeting to discuss this in further detail. I appreciate your consideration 

and look forward to your response. 

Thank you! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 



[Your Phone Number] 

[Your Email Address] 


