Urgent Notification for Equipment
Replacement

To: [Recipient Name]
From: [Your Name]
Date: [Current Date]

Subject: Urgent Equipment Replacement Required

Dear [Recipient Name],

I am writing to inform you that the following equipment requires immediate replacement due to
[reason for replacement, e.g., malfunction, obsolescence, safety concerns].

Details of the equipment:

Equipment Name: [Equipment Name]
Model Number: [Model Number]
Serial Number: [Serial Number]
Location: [Location]

Urgency Level: [High/Medium/Low]

It is crucial to address this issue at the earliest to ensure [explain the impact of not replacing the
equipment, e.g., operational continuity, safety, compliance].

Please let me know how to proceed with the replacement process and if you require any further
information.

Thank you for your prompt attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



