Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]
[Library Name]
[Library Address]
[City, State, Zip Code]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to inquire about the current initiatives regarding
materials development at [Library Name]. As a [describe your position or interest], I am keen to
understand how the library is enhancing its collection to better serve the community.
Specifically, 1 would like to know:

e The criteria used for selecting new materials.

e Any upcoming projects or programs aimed at enriching the collection.

o Opportunities for community involvement in the development process.

Thank you for considering my inquiry. I look forward to your response and hope to collaborate
to enhance our library's offerings.

Sincerely,

[Your Name]



