
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Organization/Company Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

opportunity to borrow [specific equipment] for [specific purpose or 

project] from [start date] to [end date].  

The equipment is vital for [brief explanation of the purpose and its 

importance], and I assure you that I will handle it with the utmost care 

and return it in its original condition.  

If possible, I would greatly appreciate your consideration of this 

request. Please let me know if you need any further information or if we 

could discuss this at your convenience.  

Thank you for your time and assistance.  

Sincerely,  

[Your Name] 


