
Request for Book Fair Materials 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request materials for our upcoming book fair 

scheduled on [insert date]. We are eager to promote literacy and encourage a love for reading 

among our students and community. 

We would greatly appreciate any brochures, banners, or promotional items that you could 

provide to support our event. These materials will help us generate excitement and draw in 

attendees. 

Thank you for considering our request. We are looking forward to a successful book fair and 

appreciate your assistance. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization] 


