
IT Support Arrangement for Upcoming 

Conference 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

Dear [Recipient's Name], 

We are pleased to inform you that arrangements for IT support during the upcoming [Conference 

Name] scheduled on [Conference Dates] at [Venue] have been finalized. 

The following IT support services will be provided: 

• On-site technical support from [Start Time] to [End Time] 

• Wi-Fi access details for all attendees 

• Audio-visual equipment setup and assistance 

• 24/7 helpdesk support via [Contact Information] 

We encourage you to prepare your presentations and materials in advance, ensuring 

compatibility with our systems. 

If you require any additional services or have specific requests, please do not hesitate to reach 

out at your earliest convenience. 

Thank you for your cooperation. We look forward to a successful conference. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


