
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

Virtual Reality (VR) headset for [state the purpose: educational use, 

research, gaming, etc.].  

Given the advancements in VR technology and its applications in [mention 

relevant fields or benefits], I believe that having access to a VR 

headset would significantly enhance [explain how it will benefit your 

work or project].  

I would greatly appreciate your consideration of my request. Please let 

me know if you require any further information or if there are specific 

procedures I should follow to facilitate this process.  

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

your positive response.  

Sincerely,  

[Your Name]  

[Your Job Title/Position, if applicable]  

[Your Organization/School, if applicable] 


