
Request for Resources and Materials 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Resources and Materials Needed for Upcoming Volunteer Workshops 

Dear [Recipient Name], 

I hope this message finds you well. As we prepare for the upcoming volunteer workshops 

scheduled for [insert date], I would like to outline the resources and materials required to ensure 

their success. 

Required Resources and Materials 

• Workshop Manuals - [Quantity] 

• Stationery Supplies (notebooks, pens, markers) - [Quantity] 

• Projector and Screen - [Quantity] 

• Refreshments (snacks and beverages) - [Details] 

• First Aid Kit - [Quantity] 

• Handouts/Materials for Participants - [Details] 

Please let me know if you can provide these materials or if further arrangements need to be 

made. Your support is invaluable to our volunteers, and we appreciate your assistance in making 

these workshops impactful. 

Thank you for your attention to this matter. I look forward to your response. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


