
Equipment Upgrade Requisition 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Equipment Upgrade 

Dear [Recipient's Name], 

I am writing to formally request an upgrade of our current equipment to enhance our operational 

performance. As you are aware, our team has been facing challenges with the existing equipment 

that hinder our efficiency and productivity. 

The following upgrades are being proposed: 

• [Equipment Name 1] - [Brief Description of the Need] 

• [Equipment Name 2] - [Brief Description of the Need] 

• [Equipment Name 3] - [Brief Description of the Need] 

The benefits of these upgrades include: 

• Increased efficiency and productivity. 

• Reduced downtime and maintenance costs. 

• Improved safety and work conditions for our team. 

I believe these enhancements will significantly contribute to our overall performance and help us 

achieve our departmental goals. I would appreciate your support in facilitating this requisition at 

your earliest convenience. 

Thank you for considering this request. I am happy to provide further details or discuss this 

matter at your convenience. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


