
Letter of Request for Laboratory Equipment 

Acquisition 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Institution/Organization Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Institution/Organization Name] 

[Address Line 1] 

[Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally request the acquisition of laboratory equipment to enhance the 

educational experience for our students in the [specific program or department] at [Your 

Institution/Organization Name]. The addition of this equipment is crucial for providing hands-on 

learning opportunities and fostering a deeper understanding of [subject related to equipment]. 

The specific equipment we are requesting includes: 

• [Equipment Name 1] - [Brief Description] 

• [Equipment Name 2] - [Brief Description] 

• [Equipment Name 3] - [Brief Description] 

We believe that having access to this equipment will significantly enhance our curriculum and 

support our students in achieving [specific learning outcomes or goals]. Our aim is to prepare 

students effectively for their future careers in [related field]. 

Thank you for considering our request. I am happy to discuss this matter further and provide any 

additional information needed. 

Sincerely, 



[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


