Request for Approval of Asset Acquisition

Date: [Insert Date]

To: [Recipient's Name]

Position: [Recipient's Position]

Company: [Company Name]

From: [Your Name]

Position: [Your Position]

Department: [Your Department]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request approval for the acquisition
of [Asset Description] for our department. This asset is essential for [briefly explain the purpose
of the asset and its benefits].

Details of the acquisition are as follows:

Asset Name: [Name of Asset]

Vendor: [Vendor Name]

Total Cost: [Cost Amount]
Proposed Date of Acquisition: [Date]

We have conducted thorough research and believe that this acquisition will significantly enhance
our efficiency and effectiveness. [Mention any supporting data or rationale].

| kindly request your approval for this acquisition at your earliest convenience. Please let me
know if you need any further information or documentation to assist in your decision-making
process.

Thank you for considering this request. | look forward to your prompt response.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



