
Material Supply Request 

Date: [Insert Date] 

To: [Supplier's Name] 

From: [Your Name] 

[Your Position] 

[Your Institution's Name] 

[Your Institution's Address] 

[Your Email] 

[Your Phone Number] 

Dear [Supplier's Name], 

I hope this message finds you well. I am writing to formally request the supply of materials for 

our educational program at [Your Institution's Name]. These materials are essential for [briefly 

describe the purpose, e.g., enhancing learning experiences in science classes]. 

We would like to request the following materials: 

• [Material 1: Description and quantity] 

• [Material 2: Description and quantity] 

• [Material 3: Description and quantity] 

Please let us know if you can fulfill this request and provide us with a quotation at your earliest 

convenience. Your support is greatly appreciated and will help us immensely in achieving our 

educational goals. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution's Name] 


