
Your Name 

Your Address 

City, State, Zip Code 

Email Address 

Phone Number 

Date 

Manager's Name 

Company's Name 

Company's Address 

City, State, Zip Code 

Subject: Application for Noise-Canceling Headphones 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request the approval for the 

provision of noise-canceling headphones to enhance my work environment. 

Due to the ongoing noise levels in the office, I find it challenging to maintain concentration and 

productivity. Noise-canceling headphones would greatly assist in reducing distractions, allowing 

me to focus better on my tasks. 

Investing in these headphones will not only benefit my work efficiency but will also contribute 

positively to the overall work atmosphere. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

Your Name 


