
Concise stationery request via email

Subject: Request for Stationery Supplies

Hello [Recipient Name],

We are running low on essential stationery items. Kindly provide the following at your earliest

convenience:  

- Pens â€“ 30 units  

- Notebooks â€“ 20 units  

- Paper clips â€“ 10 boxes  

Thanks for your support.

Regards,  

[Your Name]  

[Department Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/requisition-letter-for-stationary


