
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization/Company Name]  

[Organization/Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

permission to borrow [specific equipment] for [mention the purpose, e.g., 

a project, event, etc.] that I will be undertaking on [dates].  

I believe that having access to this equipment would significantly 

enhance my ability to [describe how the equipment will be used and its 

importance]. I understand the responsibility that comes with borrowing 

equipment and assure you that it will be handled with utmost care and 

returned in the same condition.  

If you agree, I would be more than happy to discuss any terms and 

conditions you may have regarding the borrowing, including a time for 

pickup and return.  

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

response.  

Warm regards,  

[Your Name]  

[Your Job Title/Position, if applicable]  

[Your Organization/Company, if applicable] 


