
Request for Technical Support 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company/Organization: [Recipient's Company] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request technical support for our 

upcoming event, [Event Name], scheduled for [Event Date] at [Event Location]. 

We anticipate an attendance of [Number of Attendees] and require assistance with the following: 

• Audio/Visual Equipment Setup 

• Wi-Fi Connectivity 

• Lighting Arrangement 

• Technical Assistance During Event 

Your expertise in managing such setups would be invaluable, and we would greatly appreciate 

your support in ensuring a smooth execution of the event. 

Please let me know your availability for a brief discussion to go over the details further. Thank 

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

Best regards, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


