
Apparatus Upgrading Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Department: [Recipient's Department] 

Company: [Company Name] 

Address: [Company Address] 

 

Dear [Recipient's Name], 

 

We are writing to inform you of the proposed upgrading plan for our current apparatus aimed at 

enhancing efficiency and productivity within the department. After thorough analysis and 

evaluation, it has been determined that an upgrade is essential for staying competitive in our 

industry. 

 

Objectives of the Upgrading Plan: 

• To improve operational capacity. 

• To incorporate new technology for enhanced performance. 

• To ensure compliance with industry standards. 

 

Proposed Changes: 

1. Upgrade [Apparatus 1] to [New Model/Version]. 

2. Install [Apparatus 2] for improved efficiency. 

3. Replace [Apparatus 3] with [New Equipment]. 

 



We believe that these upgrades will yield significant benefits for our operations. We propose to 

discuss this plan further at your earliest convenience, to address any questions or concerns you 

may have. 

 

Thank you for considering this enhancement to our apparatus. We look forward to your 

favorable response. 

 

Sincerely, 

 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


