Equipment Upgrade Requisition for
Expanded Production Capabilities

Date: [Insert Date]
To: [Manager's Name]
From: [Your Name]
[Your Position]
[Your Department]
Subject: Requisition for Equipment Upgrade
Dear [Manager's Name],
| am writing to formally request an upgrade of equipment in our production department. As we
strive to meet the increasing demands for our products, it has become evident that our current
equipment is insufficient to maintain optimal production efficiency and quality.
The specific equipment we seek to upgrade includes:
e [Equipment Name 1] - [Brief Reason for Upgrade]
« [Equipment Name 2] - [Brief Reason for Upgrade]
e [Equipment Name 3] - [Brief Reason for Upgrade]
With the proposed upgrades, we anticipate:
« Enhanced production capacity
e Improved product quality

o Reduced downtime and maintenance costs

The estimated budget for this upgrade is [Insert Budget]. | believe that this investment will
significantly contribute to our production goals and overall company performance.

Thank you for considering this requisition. | look forward to your favorable response.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



