
[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Your Address] 

[City, State, Zip] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Institution/Organization] 

[Recipient's Address] 

[City, State, Zip] 

Subject: Solicitation for Instructional Materials 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to solicit instructional materials that can be 

utilized in our [describe program or course] at [Your Institution/Organization]. As we strive to 

enhance the learning experience for our students, high-quality resources are essential in 

achieving our educational goals. 

We are particularly interested in [specify types of materials or subjects, e.g., textbooks, 

multimedia resources, technology tools]. Your expertise in this area would greatly benefit our 

program, and we would appreciate any assistance or recommendations you can provide. 

If possible, we would like to discuss this further at your earliest convenience. Thank you for 

considering our request. We look forward to your positive response. 

Warm regards, 



[Your Name] 

[Your Position] 

[Your Institution/Organization] 


