
Request for Laptop and Accessory Needs for 

Workshop 

Date: [Insert Date] 

To: [Recipient Name] 

[Recipient Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the procurement of laptops 

and necessary accessories for our upcoming workshop scheduled for [Insert Date]. The 

workshop aims to [Insert Workshop Purpose], and having the proper equipment is crucial for its 

success. 

Details of Requirements: 

• Laptops: [Insert Number] units with minimum specifications [e.g., 8GB RAM, i5 

Processor, etc.] 

• Accessories:  

o [Insert Accessory 1, e.g., Wireless Mouse] 

o [Insert Accessory 2, e.g., HDMI Cables] 

o [Insert Accessory 3, e.g., Laptop Bags] 

We believe that acquiring these items will significantly enhance the participants' experience and 

facilitate a smooth workflow during the workshop. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


