
[Your Company Letterhead]  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Equipment Request  

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

procurement of [specific equipment needed] for [specific purpose or 

project] at [Your Company Name].  

The specific details are as follows:  

- **Equipment Name**: [Name of the equipment]  

- **Quantity**: [Number of units required]  

- **Preferred Specifications**: [List any specifications or requirements]  

- **Justification**: [Briefly explain the need and benefits of the 

equipment]  

We believe that acquiring this equipment will significantly contribute to 

[describe how it will benefit the company or project].  

Please let me know if you need any further information or documentation 

to process this request. Thank you for considering our needs.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company Name] 


