Request for Assistance

Date: [Insert Date]

To: [Recipient's Name]

Position: [Recipient's Title]
Organization: [Recipient's Organization]
Address: [Recipient's Address]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to seek your assistance in organizing a
technological workshop aimed at [briefly describe the purpose of the workshop].

The workshop is slated to take place on [date] at [location]. We aim to bring together [describe
the target audience], and | believe your expertise in [mention specific technology or skill] would
greatly enhance the value of this event.

In particular, we would appreciate your support in [specific areas of assistance you need, e.g.,
presenting, providing materials, sponsoring]. Your involvement would not only benefit the
participants but also promote [mention any mutual interests or benefits].

Please let me know if you would be available to discuss this opportunity further. I am happy to
work around your schedule for a brief call or meeting.

Thank you for considering this request. I look forward to your positive response.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Your Contact Information]



