
Concise and direct request

Subject: Urgent Request for Classroom Materials

Dear Principal [Name],

I am requesting urgent provision of [list of items] for [Class/Department]. These materials are

needed immediately to continue lessons without disruption.

Your prompt attention will be greatly appreciated.

Thank you,  

[Your Name]  

[Date]

Get more templates here: https://www.lettersandtemplates.com/letters/requisition-letter-to-principal


