Material Supply Request for IT Equipment

To: [Supplier's Name]

From: [Your Name]

Date: [Date]

Subject: Request for Supply of IT Equipment
Dear [Supplier's Name],

| hope this message finds you well. I am writing to formally request the supply of the following
IT equipment for our organization:

e [ltem 1: Description, Quantity]
e [ltem 2: Description, Quantity]
e [Item 3: Description, Quantity]

We require this equipment by [Specify Date] to ensure smooth operations. Please provide us
with a quote and the expected delivery timeline at your earliest convenience.

Thank you for your attention to this matter. Looking forward to your prompt response.
Best regards,

[Your Name]

[Your Position]

[Your Company]

[Contact Information]



