
Request for Technical Reference Materials 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request access to specific technical 

reference materials that are crucial for [briefly describe the purpose, e.g., a project you are 

working on, research, etc.]. 

Given the complexity of the subject matter and the importance of accurate information, having 

access to these materials would greatly enhance my understanding and ability to produce quality 

work in this field. 

If you could provide guidance on how to obtain these materials or direct me to the appropriate 

resources, I would greatly appreciate it. Thank you for considering my request. 

Sincerely, 

[Your Name] 



[Your Job Title/Position] 


