Formal Request for Garden Tool Use

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Position]
[Organization/Company Name]
[Organization/Company Address]

[City, State, Zip Code]
Dear [Recipient's Name],

I am writing to formally request the use of garden tools owned by [Organization/Company
Name] for the purpose of [state purpose, e.g., community gardening, landscaping, etc.].

The tools | would like to request include [list specific tools you need, e.g., shovels, rakes,
lawnmowers, etc.]. | believe that their use will greatly assist in achieving [brief explanation of
goal].

I will ensure that all tools are handled with care and returned in the same condition as received.
Additionally, I can guarantee that they will be used only during [insert time frame] for [insert
purpose].

| appreciate your consideration of my request and look forward to your positive response.



Thank you for your attention.

Sincerely,

[Your Name]

[Your Position, if applicable]



