
Request for Additional Instructional 

Materials 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[School/Organization Name]  

[Address]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request additional instructional 

materials that will support our curriculum and enhance the learning experience for our students. 

As we continue to strive for academic excellence, it has become evident that certain materials are 

lacking in our current resources. The following items have been identified as crucial for our 

instructional needs: 

• [Item 1: Description] 

• [Item 2: Description] 

• [Item 3: Description] 

These materials will not only assist in achieving our educational goals but also engage our 

students more effectively in their learning processes. I believe that with your support, we can 

greatly enhance the quality of education we provide. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your School/Organization Name]  

[Your Contact Information] 


