
Request for Information 

Date: [Insert Date] 

To: Library Reference Desk 

From: [Your Name] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear Library Staff, 

I hope this message finds you well. I am writing to request assistance regarding [specific 

information or topic]. I would appreciate any resources, guidance, or support you could provide 

related to this matter. 

If possible, I would like to know: 

• [Specific Question or Information Needed] 

• [Additional Questions or Information Needed] 

Thank you for your attention to my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 


