
Equipment Procurement Approval Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Approval of Remote Work Equipment Procurement 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request approval for the 

procurement of equipment necessary for my remote work setup. As we continue to adapt to our 

remote work environment, having the right tools is essential for maintaining productivity and 

ensuring the quality of our deliverables. 

The equipment I am requesting includes: 

• [Item 1: Description and Cost] 

• [Item 2: Description and Cost] 

• [Item 3: Description and Cost] 

In total, the estimated cost for the above items is [Total Cost]. I firmly believe that these tools 

will enhance my efficiency and effectiveness in my role. 

Thank you for considering my request. Please let me know if you need any further information 

or a discussion regarding this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


