
Short digital request

Subject: Request for Purchase of Equipment

    Hi [Procurement Officer's Name],

    Please approve the purchase of the following items for our team:  

    - [Item Name], Quantity: [X]  

    - [Item Name], Quantity: [X]  

    These are urgently needed for ongoing projects. Thank you for your prompt attention.

    Best regards,  

    [Your Name]

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


