Hardware Requisition Form

Date:

To: [Recipient's Name]
[Recipient's Position]
[Company/Organization Name]

From: [Your Name]

[Your Position]

[Your Department]

[Your Contact Information]

Subject: Request for Hardware Upgrade/Replacement

Dear [Recipient's Name],

I am writing to formally request the requisition of hardware for necessary upgrades and
replacements within our department. Following an evaluation of our current equipment, we have
identified the following items that require attention:

Items Required:
e Item Description 1 - Quantity: __
e Item Description 2 - Quantity:
e Item Description 3 - Quantity:

Justification for Request:

[Brief explanation regarding the need for the upgrades/replacements, including any impact on
productivity or efficiency.]

We kindly request your approval for this requisition at your earliest convenience. Thank you for
your attention to this matter.

Sincerely,
[Your Name]
[Your Position]



