
Hardware Requisition Form 

Date: [Insert Date] 

To: [IT Manager's Name] 

From: [Your Name] 

Department: [Your Department] 

Contact Number: [Your Phone Number] 

Request Details 

Item Description Quantity Justification 

[Item 1 Description] [Quantity] [Justification] 

[Item 2 Description] [Quantity] [Justification] 

Approval 

Requested By: [Your Name] 

Signature: ______________________  

Please feel free to contact me for any further information regarding this request. 

Thank you for your attention to this matter. 

Best Regards, 

[Your Name] 


