
Asset Procurement Requisition 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Department: [Insert Your Department] 

Subject: Procurement Requisition for Essential Assets 

Dear [Recipient's Name], 

I am writing to formally request the procurement of essential assets required for our department's 

operations. The details of the requisition are as follows: 

Asset Details: 

• Asset Name: [Insert Asset Name] 

• Model/Type: [Insert Model/Type] 

• Quantity: [Insert Quantity] 

• Purpose: [Insert Purpose of Asset] 

• Estimated Cost: [Insert Estimated Cost] 

Justification: 

[Provide a brief justification for the procurement, explaining the necessity and benefits.] 

Approval: 

Please ensure that this requisition is reviewed and approved at your earliest convenience, as these 

assets are critical to our ongoing projects. 

Thank you for your attention to this matter. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


