Multimedia Equipment Requisition

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Request for Multimedia Equipment for Tech Conference

Dear [Recipient's Name],

| am writing to request multimedia equipment for the upcoming tech conference scheduled for
[insert date]. In order to successfully conduct our presentations and workshops, we require the
following equipment:

Projector (1 unit)

Screen (1 unit)

Sound system (1 unit)

Microphones (2 units)
Video recording equipment (1 unit)

Please confirm the availability of the requested items at your earliest convenience. If there are
alternative options or suggestions that could be beneficial, 1 would appreciate your guidance.

Thank you for your assistance in making our conference a success.
Sincerely,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



