
[Your Name]  

[Your Position]  

[Your Department]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Department]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Purchase Request for Supplies  

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

purchase of supplies for [specify purpose or project]. Below is the list 

of items needed: 

1. [Item Description] - [Quantity] - [Unit Price] - [Total Cost] 

2. [Item Description] - [Quantity] - [Unit Price] - [Total Cost] 

3. [Item Description] - [Quantity] - [Unit Price] - [Total Cost] 

Total Estimated Cost: [Total Amount]  

These supplies are essential for [briefly explain reason or project], and 

we aim to acquire them by [desired date]. Please let me know if you need 

any further information to process this request. 

Thank you for your attention to this matter. I look forward to your 

approval.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position] 


