I'T Procurement Request for Hardware
Purchasing

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]
Department: [Your Department]

Contact: [Your Contact Information]

Subject: Request for Hardware Procurement

Dear [Recipient's Name],

I am writing to formally request the procurement of hardware for [specific purpose, e.g.,
upgrading workstations, new project requirements]. After assessing our current resources and
needs, | have identified the following items required:

e Item 1: [Description, Model, Quantity]
e Item 2: [Description, Model, Quantity]
e Item 3: [Description, Model, Quantity]

The estimated cost for the requested items is approximately [Total Cost]. This investment will
significantly enhance our team's productivity and efficiency.

Please let me know if you need any further information or if there are forms that | need to
complete to expedite this process.

Thank you for considering this request. | look forward to your favorable response.
Best regards,
[Your Name]

[Your Position]
[Your Company]



