
Requisition Letter For Approval

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Designation/Position]

[Company/Organization Name]

[Address]

[City, State, ZIP Code]

Subject: Requisition Letter for Approval

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request your approval for a crucial requisition

that will significantly contribute to the success and efficiency of our [department/project/team] at

[Company/Organization Name].

As part of our ongoing efforts to improve our operations and achieve our goals, we have identified

the need for the following requisition:

1. [Item/Resource Description]: [Provide a detailed description of the item/resource you are

requesting. Include specifications, quantity, model numbers (if applicable), and any other relevant

details.]

2. [Item/Resource Description]: [Add additional items/resources as needed.]

The aforementioned requisitions are vital for [explain the importance and impact of the requested

items/resources on the project/department]. They will help us [mention specific benefits such as cost

savings, increased productivity, improved quality, etc.].



Furthermore, I want to assure you that thorough research has been conducted to ensure that these

requisitions are essential and cost-effective. We have obtained competitive quotes and carefully

assessed the potential suppliers/vendors to ensure we get the best value for our investment.

In light of the above, I kindly request your approval for the procurement of the mentioned

items/resources. Your support in this matter is instrumental to the success of our objectives and will

directly contribute to the growth and success of [Company/Organization Name].

Please find attached any supporting documents, including quotations, vendor assessments, and any

other relevant materials that might assist you in your evaluation of this request.

I am available to discuss this requisition further if you require any additional information or have any

questions. Your timely approval will enable us to proceed with the necessary procurement process

without delay.

Thank you for considering this request. Your support is greatly appreciated. I look forward to your

positive response.

Sincerely,

[Your Name]

[Your Designation/Position]

[Company/Organization Name]

[Email Address]

[Phone Number]

[Enclosures: List any attached supporting documents]


