
Inquiry for Technical Assistance 

Date: [Insert Date] 

To: [Conference Organizer's Name] 

[Conference Name] 

[Conference Address] 

Dear [Conference Organizer's Name], 

I hope this message finds you well. I am writing to inquire about the technical assistance 

available for the upcoming [Conference Name] scheduled for [Date of Conference]. 

As a participant in the conference, I am particularly interested in understanding the support that 

will be provided regarding [specific technical needs, e.g., audio-visual equipment, internet 

access, technical support during sessions]. 

Additionally, I would appreciate any information regarding the process for requesting this 

assistance and any deadlines that I should be aware of. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title/Position] 

[Your Organization] 

[Your Contact Information] 


