Official Departmental Material Requisition Letter
Subject: Official Departmental Request for Materials

Dear [Head of Procurement/Administration],

On behalf of the [Department Name], | am submitting this material requisition for approval. The
listed items are essential for departmental operations and timely execution of duties.

Required materials:

- [Material 1 &€" quantity and purpose]

- [Material 2 &€" quantity and purpose]

- [Material 3 &€“ quantity and purpose]

Kindly process this requisition at the earliest and advise us regarding expected delivery timelines.
Supporting documents and justifications have been attached for your review.

Thank you for your cooperation.

Yours faithfully,

[Employee Name]

[Designation]

Get more templates here: https://www.lettersandtemplates.com/letters/material-requisition-letter




