
Request for Textbooks and Educational Tools 

Date: [Insert Date] 

To Whom It May Concern, 

I hope this message finds you well. My name is [Your Name], and I am a [Your Position, e.g., 

teacher, student, parent] at [School/Organization Name]. I am writing to kindly request 

assistance in acquiring textbooks and educational tools necessary for the upcoming academic 

year. 

Due to [briefly explain the reason, e.g., budget constraints, increased enrollment, etc.], we are in 

need of the following materials: 

• [Textbook Title 1] 

• [Textbook Title 2] 

• [Educational Tool or Resource 1] 

• [Educational Tool or Resource 2] 

These materials are vital for ensuring that our students receive a quality education and have 

access to the resources they need to succeed. 

I appreciate your consideration of this request and would be grateful for any support you can 

provide. Please feel free to contact me at [Your Phone Number] or [Your Email Address] for any 

further information or clarification. 

Thank you for your time and assistance. 

Sincerely, 

[Your Name] 

[Your Position] 

[School/Organization Name] 


