
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request office supplies to aid my 

remote work setup. As I continue to fulfill my responsibilities from home, I have found that 

certain supplies would greatly enhance my productivity and efficiency. 

Specifically, I would like to request the following items: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

I appreciate your consideration of my request, and I believe that these supplies will enable me to 

work more effectively from home. Please let me know if you need any further information. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Department] 


