
Request for Information: Event Multimedia 

Production 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Request for Information - Event Multimedia 

Production 

Dear [Recipient's Name], 

We are in the planning stages of an upcoming event scheduled for [insert event date] and would 

like to gather information regarding your multimedia production services. Our event will be held 

at [insert location], and we anticipate approximately [insert number] attendees. 

We are interested in the following services: 

• Video production and editing 

• Audio/visual equipment rental 

• Livestreaming services 



• Event photography 

• Graphic design for promotional materials 

We would appreciate it if you could provide us with the following information: 

1. An overview of your services and expertise. 

2. Examples of past events you have worked on. 

3. Pricing structure and package options. 

4. Your availability for our event date. 

5. Any additional information you believe would be relevant. 

Please send your response by [insert response deadline]. We look forward to the possibility of 

working together and appreciate your timely assistance. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


