
Product Sample Request 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution/School Name] 

[Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

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

Institution/School Name]. We are currently conducting a project on [Briefly describe the project 

or subject matter] aimed at enhancing our students' learning experience. 

To support our educational efforts, we would like to kindly request product samples of [specific 

products] from your esteemed company. These samples will be used for educational purposes, 

allowing our students to gain hands-on experience with your products. 

We believe that your products align perfectly with our objectives and will be beneficial for our 

curriculum. If possible, we would appreciate your support in providing us with samples by 

[insert timeline, e.g., the end of the month]. 

Thank you for considering our request. We look forward to the possibility of collaborating with 

you to enrich our students' educational journey. Please feel free to contact me at [Your Phone 

Number] or [Your Email] for further information. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Institution/School Name] 


