
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

approval for the purchase of [specific equipment] that is necessary for 

[briefly explain the purpose or need for the equipment].  

After careful research and consideration, I have identified [specific 

equipment] as the most suitable option due to its [mention key features, 

benefits, or reasons for choice]. The total cost for this purchase is 

[insert cost], which falls within our budget for [related budget or 

account].  

Acquiring this equipment will greatly enhance our [explain how it will 

improve efficiency, productivity, etc.], ultimately contributing to our 

goals of [mention any relevant objectives].  

I appreciate your attention to this matter and look forward to your 

positive response. Please let me know if you require any additional 

information or if we can discuss this further.  

Thank you for considering this request.  

Sincerely,  

[Your Name]  

[Your Position] 


