IT Equipment Acquisition Request
Date: [Insert Date]
To: [Insert Recipient's Name]
From: [Insert Your Name]
Department: [Insert Your Department]
Dear [Insert Recipient's Name],
| hope this message finds you well. I am writing to formally request the acquisition of IT
equipment necessary for [Insert Purpose - e.g., improving productivity, supporting a project,
etc.]. After assessing our current resources, | believe that the following equipment would be
beneficial:
e [Insert Equipment Item 1 with brief justification]
e [Insert Equipment Item 2 with brief justification]

e [Insert Equipment Item 3 with brief justification]

The total estimated cost for this equipment is [Insert Total Cost]. | believe that this investment
will significantly enhance our capabilities and support our ongoing projects effectively.

| appreciate your consideration of this request, and I am looking forward to your positive
response. Please let me know if you require any further information.

Thank you for your attention to this matter.
Sincerely,
[Insert Your Name]

[Insert Your Job Title]
[Insert Your Contact Information]



