
[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Job Title]  

[Recipient Department]  

[Recipient Company]  

Dear [Recipient Name],  

Subject: Purchase Request for [Item/Service Name]  

I am writing to formally request the purchase of [item/service name] for 

[reason/purpose]. After careful consideration and evaluation, I believe 

that this purchase will significantly benefit our [department/team] by 

[explain the impact or benefits].  

**Details of Purchase**:  

- **Item/Service Name**: [Name]  

- **Quantity**: [Number]  

- **Estimated Cost**: [Amount]  

- **Vendor**: [Vendor Name, if applicable]  

- **Justification**: [Explain why this purchase is necessary, including 

any relevant data or information].  

I have attached [any supporting documents or information, e.g., quotes, 

proposals] for your review.  

I appreciate your consideration of this request and am happy to provide 

any further information if needed.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company] 


