
Request for Library Resources and Services 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Librarian's Name] 

[Library Name] 

[Library Address] 

[City, State, Zip Code] 

Dear [Librarian's Name], 

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

resources and services that I believe would greatly assist in my research/studies. 

As a [student/researcher/member] of [Your Institution/Organization], I am currently working on 

[briefly explain your project or research]. In order to successfully complete my work, I would 

appreciate your assistance with the following resources and services: 

• [Resource/Service 1] 

• [Resource/Service 2] 

• [Resource/Service 3] 

I am particularly interested in obtaining [specific details about your request] by [insert a deadline 

if applicable]. I believe that these resources will significantly contribute to the depth of my 

research. 

Thank you for considering my request. I look forward to your favorable response. 

Sincerely, 

[Your Name] 


