
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Equipment Loan Request  

I hope this letter finds you well. I am writing to formally request the 

loan of [specific equipment] for [purpose of the loan].  

Details of the Request:  

1. Equipment Needed: [Specify the type and model of equipment]  

2. Duration of Loan: [Specify time period]  

3. Purpose: [Explain why you need the equipment and how it will be used]  

4. Benefits to [Company/Organization Name]: [Explain how the loan will 

benefit the recipient organization]  

I assure you that the equipment will be handled with utmost care and 

returned in its original condition. I am willing to discuss any terms or 

conditions that may be necessary for the loan agreement.  

Thank you for considering my request. I look forward to your favorable 

response.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable]  

[Your Organization, if applicable] 


