
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

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

purchase of [specific item(s) or service(s)] for [reason or department].  

Details of the request are as follows:  

- Item/Product Name: [Name]  

- Quantity: [Number]  

- Price: [Estimated Cost]  

- Purpose: [Brief description of purpose]  

I believe these items will [describe benefit or necessity]. Kindly let me 

know the approval process or if you need any additional information.  

Thank you for considering my request.  

Sincerely,  

[Your Name]  

[Your Job Title/Position]  

[Your Department] 


