
Subject: Request for Supplementary 

Materials for Team Collaboration 

Dear [Recipient's Name], 

I hope this message finds you well. As we continue to work on our project, I would like to 

request some supplementary materials that would greatly enhance our collaboration and ensure 

we stay aligned in our efforts. 

Specifically, I am looking for the following materials: 

• [Material 1] 

• [Material 2] 

• [Material 3] 

Having access to these resources will allow us to: 

• [Benefit 1] 

• [Benefit 2] 

• [Benefit 3] 

Please let me know if you can provide these materials or if you have any recommendations on 

where I might find them. 

Thank you for your assistance, and I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


