
[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Department]  

[Recipient's Company]  

Dear [Recipient's Name],  

Subject: Equipment Purchase Request  

I am writing to formally request the purchase of [describe the equipment] 

for [briefly explain the purpose or project].  

The details of the requested equipment are as follows:  

- Item: [Name of the equipment]  

- Quantity: [Number required]  

- Estimated Cost: [Cost]  

- Supplier: [Supplier name, if applicable]  

The acquisition of this equipment is essential for [explain the reason it 

is needed and the benefits it will bring].  

I believe this investment will significantly enhance our 

[team/department] efficiency and productivity. I have attached additional 

documentation to support this request, including [any relevant data, 

quotes, or justifications].  

Thank you for considering this request. I am happy to discuss this in 

further detail at your convenience.  

Sincerely,  

[Your Name]  

[Your Contact Information] 


