
Job Application for Hardware Supply 

Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I am writing to formally request the supply of hardware for [specific need or project] at [Your 

Company/Organization Name]. We are currently in need of [list the specific hardware items 

required] to ensure the successful completion of our ongoing projects. 

Our team has assessed the requirements and determined that the aforementioned hardware will 

significantly enhance our operational capabilities. We believe that partnering with [Recipient's 

Company Name] will benefit us both. 

Please find attached a detailed list of specifications and quantities required. We would appreciate 

it if you could provide us with a quote at your earliest convenience. 

Thank you for considering our request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company/Organization Name] 


