
Subject: Request for High-Resolution 

Graphics for Project Presentation 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request high-resolution graphics for 

our upcoming project presentation scheduled for [date]. As discussed previously, the inclusion of 

these graphics is essential to effectively convey our ideas and meet our presentation standards. 

The specific graphics we are requesting include: 

• [Description of Graphic 1] 

• [Description of Graphic 2] 

• [Description of Graphic 3] 

We would appreciate receiving these graphics by [deadline] to ensure adequate time for 

integration into our presentation materials. Your assistance with this matter is crucial for the 

success of our project. 

Thank you for your attention to this urgent request. Should you have any questions or need 

further details, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 


