
Supplementary Material Request 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Title: [Insert Recipient's Title] 

Organization: [Insert Recipient's Organization] 

Address: [Insert Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request supplementary materials 

necessary for the completion of my grant application titled "[Insert Grant Title]." The 

information and resources provided will play a crucial role in enhancing the quality and impact 

of the proposed project. 

Specifically, I am seeking the following materials: 

• [Insert Material 1] 

• [Insert Material 2] 

• [Insert Material 3] 

These items are essential for [briefly explain why the materials are needed]. Your assistance in 

providing these materials at your earliest convenience would be greatly appreciated. 

Thank you for considering my request. Please feel free to reach out if you need any additional 

information. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


