Request for Additional Materials and
Supplies

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Date]

[Recipient's Name]
[Recipient's Title]
[School/Organization Name]
[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally request additional materials and
supplies for [specific purpose or project] that I am currently undertaking.

Despite my best efforts to manage the existing materials, | have encountered unforeseen
challenges that have depleted our resources. Specifically, we are in need of [list specific
materials and supplies]. These resources are crucial for [explain the importance and urgency of
the request].

| greatly appreciate any assistance you can provide in this matter. Thank you for considering my
request. | look forward to your positive response.

Sincerely,
[Your Name]

[Your Position, if applicable]



