Short email for small purchase orders
Subject: Purchase Order Request

Dear [Supplier Name],

Please issue a purchase order for the following small items:
- [Item 1: Quantity]

- [Item 2: Quantity]

Looking forward to your confirmation.

Regards,

[Your Name]

[Company Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/request-letter-for-purchase-order




