
Request for Additional Resources 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Institution/Organization Name] 

[Institution Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request additional resources to enhance the 

quality of online classes offered in [specific course or program name]. Over the past [duration], I 

have noticed that certain resources could significantly improve the learning experience for both 

students and instructors. 

Specifically, I am requesting the following resources: 

• [Resource 1] 

• [Resource 2] 

• [Resource 3] 

By providing these resources, I believe it will lead to a more engaging and effective learning 

environment. I appreciate your consideration of this request and look forward to your positive 

response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 



[Your Position/Title, if applicable] 


