
Inquiry for Audio-Visual Support 

Date: [Insert Date] 

To Whom It May Concern, 

I hope this message finds you well. My name is [Your Name], and I am the [Your Position] of 

[Your Organization]. We are currently in the process of planning an upcoming event titled 

"[Event Name]" scheduled for [Event Date], and we are reaching out to inquire about your 

audio-visual support services. 

The event will take place at [Venue Name and Address], and we expect approximately [Number 

of Attendees] attendees. We would like to assess the equipment and services you can provide, 

including but not limited to: 

• Sound systems 

• Microphones 

• Projectors and screens 

• Lighting setups 

• Technical support during the event 

Could you please provide us with information on the availability of your services for the 

mentioned date, along with a detailed quote? Additionally, any package options or 

recommendations for event setups would be greatly appreciated. 

Thank you for considering our request. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


