
[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] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request the necessary essentials to 

facilitate a productive remote work setup. As we continue to adapt to the current circumstances, 

it has become imperative for me to have access to reliable tools and resources to maintain my 

efficiency and effectiveness. 

Specifically, I am requesting the following items: 

• Ergonomic office chair 

• Adjustable desk 

• High-speed internet booster 

• External monitor 

• Noise-canceling headphones 

I believe that providing these essentials will enhance my productivity and contribution to the 

team. I am happy to discuss this further and provide any additional information needed. 

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

Sincerely, 

[Your Name] 

[Your Position] 


