
Request for Digital Tools and Services for 

Conference Facilitation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. As we prepare for the upcoming [Conference Name] 

scheduled for [Date], I would like to outline the digital tools and services we require to ensure a 

successful event. 

Required Tools and Services: 

• Video Conferencing Platform: [e.g., Zoom, Microsoft Teams] 

• Event Registration System: [e.g., Eventbrite] 

• Live Streaming Service: [e.g., YouTube Live, Vimeo] 

• Interactive Polling Tool: [e.g., Mentimeter, Slido] 

• Virtual Networking Platform: [e.g., Hopin, Remo] 

• Presentation Software: [e.g., Prezi, Google Slides] 

We believe that procuring these services will enhance participant engagement and streamline the 

facilitation of the conference. Please let me know if you need further details or if there are any 

forms to be completed to initiate this request. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


