
Request for immediate procurement

Subject: Urgent Purchase Request for [Item Name]

    Dear [Procurement Manager],

    Due to the immediate need for [Item Name] in [Department/Project], I request the urgent approval

of this purchase. The required items are:  

    - [Item Name], Quantity: [X]  

    - [Item Name], Quantity: [X]  

    Your prompt approval will help prevent delays in ongoing operations.

    Thank you,  

    [Your Name]

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


