
Request for Computing Resources 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Computing Resources Needed for [Event Name] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request computing resources for the 

upcoming [Event Name] scheduled to take place on [Event Date]. This event will be an 

important occasion for our industry, and having the right resources will be crucial for its success. 

Specifically, we require the following computing resources: 

• Number of Laptops: [Insert Number] 

• High-Speed Internet Connection: [Yes/No] 

• Projector and Screen: [Yes/No] 

• Technical Support Staff: [Insert Number] 

• Software Licenses: [List Specific Software] 

Our team believes that these resources will help facilitate smooth presentations and discussions, 

ultimately contributing to a productive event. 

Thank you for considering our request. We look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


