IT Equipment Request for Remote Work Setup

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Subject: Request for IT Equipment for Remote Work

Dear [Manager's Name],

| hope this message finds you well. As we continue to navigate remote work, | would like to
formally request the necessary IT equipment to ensure | can perform my duties effectively from
home.

Specifically, I would like to request the following items:

Laptop/Computer

Monitor

Keyboard and Mouse

Headset
Webcam

These items will significantly improve my productivity and communication with the team. If
there's a specific process | need to follow to obtain these items, please let me know.

Thank you for considering my request. | look forward to your prompt response.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



