
[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],  

Subject: Purchase Order for Equipment  

I hope this letter finds you well.  

I am writing to formally request the purchase of equipment for [specific 

use or project] as per our recent discussions. Below are the details of 

the required equipment:  

1. **Item Description:** [Description of the equipment]  

 **Quantity:** [Number]  

 **Price per Unit:** [Price]  

 **Total Cost:** [Total Price]  

2. **Item Description:** [Description of the equipment]  

 **Quantity:** [Number]  

 **Price per Unit:** [Price]  

 **Total Cost:** [Total Price]  

Please find attached any necessary documentation for your review.  

I kindly ask you to confirm the order and provide details regarding the 

shipping arrangements and payment terms.  

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

prompt response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name] 


