
Equipment Upgrade Requisition 

Date: [Insert Date] 

To: [Insert Name/Title] 

From: [Insert Your Name/Title] 

Subject: Requisition for Equipment Upgrade 

Dear [Insert Name], 

I am writing to formally request an upgrade to our current equipment in order to improve 

operational efficiency and productivity within our department. 

We have identified the following equipment that requires an upgrade: 

• Current Equipment: [Insert Equipment Name] 

• Proposed Upgrade: [Insert Proposed Equipment Name] 

• Justification: [Briefly explain the reasons for the upgrade, including how it will enhance 

efficiency] 

Based on research, the new equipment offers several advantages including: 

• [Advantage 1] 

• [Advantage 2] 

• [Advantage 3] 

Upgrading to this new equipment will not only streamline our processes but will also 

significantly reduce downtime and maintenance costs. 

I appreciate your consideration of this request and look forward to your positive response. 

Thank you. 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


