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Sample	request	letter	to	borrow	equipment

Sample	letter	to	request	for	borrowing	equipment	form	other	companies,	government	department,	supplier,	producer,	seller	etc.	Request	Letter	to	Borrow	Equipment	Dear	Sir,	I’m	very	thankful	to	you	for	that	last	time	when		you		gave	me	some	of	those	utensils	I	need	at	the	time	of	meeting	in	my	department	at	last	moment,	I	can’t	forget	that	you	helped	me.	I	want	another	favor	please	can	I	borrow	some	of	more	utensils	as	I’ll	definitely	return	them	as	early	as	I	could;	it’ll	be	a	huge	favor.	Sincerely,	Ali	Khan	Letter	of	Request	to	Borrow	Equipment	To,	The
Contractor,	XYZ.	Sample	Request	to	borrow	some	material	equipment	from	a	department,	and	assuring	them	that	you	will	return	it	on	time	with	damaging	it.	Request	Letter	for	Borrowing	Printing	Papers	Dear	Sir,	I’m	writing	this	to	you	so	that	I	can	ask	for	you	for	some	favor.	Sir	I	need	some	of	printing	papers	in	my	office	as	your	office	is	using	the	best	ones,	and	that	aren’t	available	in	market	currently.	So	please	give	me	some	bundles	of	those	so	that	I,	and	my	staff	continue	our	work.	Regards,	Office	manager,	Alan	John		Dear	Head	IT	Department,	I	wrote
this	letter	to	request	you	for	borrowing	a	few	materials	from	your	department.	We	have	been	given	a	different	project	this	time	which	requires	3	laptops	along	with	an	internet	connection,	and	as	our	department	is	logistics	so	such	materials	are	not	usually	required.	The	items	are	only	required	for	a	maximum	duration	of		3	weeks	as	this	much	time	will	be	taken	by	the	employees	to	get	done	with	the	project.	I	request	you	to	kindly	approve	my	request	as	soon	as	possible	so	we	finish	our	assignment	in	time.	I	would	be	very	grateful	to	you.	Thank	you.	Best
Regards,	Ali	Noor	Head	Logistics	Department	Sample	Letter	of	Borrowing	Projector		Dear	Manager,	I	sent	this	letter	to	request	you	for	borrowing	projector	from	the	main	office.	As	you	know	that	the	company’s	CEO	will	be	visiting	all	the	offices	next	week,	so	we	all	need	to	give	him	report	of	the	present	situation	in	department.	Just	today	I	received	an	email	from	his	assistant	who	said	that	the	briefing	should	be	given	in	the	form	of	presentation.	Unfortunately,	our	projector	is	not	working	properly	so	I	was	wondering	if	you	can	send	let	us	borrow	the	projector
present	in	main	office.	Please	let	me	know	if	this	is	possible,	or	else	I	can	make	some	other	arrangement.	I	would	be	grateful	to	you.	Thank	you.	Best	Regards,	Ali	Noor	In-charge	Logistics	Department	Date	To	Head	of	Department	Through	Project	supervisor	Through	staff	in	charge	in	Lab	Dear	Sir,	Request	for	borrow	of	equipment	I,	Your	name,	student	of	department	Level	XX,	am	requesting	to	borrow	the	equipment’s	name	from	name	of	Lab	for	data	collection	for	my	Final	Year	Project	entitled	“title	of	your	project”.	I	will	take	care	of	it	and	return	it	in	XX
weeks	time	in	good	condition.	Thank	you	for	your	cooperation.	Yours	faithfully	Your	name	A	permission	request	letter	to	use	equipment	is	a	letter	addressed	to	the	owner	of	equipment	seeking	for	official	authorization	to	use	the	equipment	to	accomplish	a	task.	When	the	need	arises,	an	individual	or	a	department	within	a	company	may	write	this	letter	to	borrow	some	equipment	to	complete	specific	tasks.	Sometimes,	an	employee	in	a	company	may	also	write	a	permission	request	letter	to	use	the	company’s	equipment	for	personal	or	business	tasks.	Polite	tone.
Make	sure	to	use	polite	words	(for	example,	I	would	be	grateful,	could	you	please,	may	I,	etc.)	when	writing	this	letter.	No	matter	if	your	relationship	with	the	owner	is	formal	or	informal	polite	words	are	the	only	way	to	have	your	request	granted.Clear	subject	line.	Use	bold	or	capital	letters	to	state	the	purpose	of	the	letter.	For	instance,	you	may	write	“Re:	Request	to	use	your	3D	Scanner”.Leave	enough	details.	State	the	equipment	you	are	requesting,	what	you	want	to	accomplish	with	it,	the	date	you	wish	to	get	the	equipment,	and	the	date	you	will	return	it.
Not	leaving	enough	details	might	confuse	the	owner	and	weaken	your	chance	to	have	your	request	granted.	{Sender’s	Name}{Sender’s	address}{Sender’s	City,	State	Zip	Code}{Sender’s	Phone	Number}{Sender’s	Email}{Date}{Recipient’s	Name}{Recipient’s	Title}{Recipient’s	Organization	Name}{Recipient’s	Address}{City,	State	Zip	Code}Dear	{Mr.	/Ms.}	{Last	Name},Re:	Letter	for	Permission	to	Use	{Name	of	equipment}This	letter	is	to	request	for	your	permission	to	use	your	{name	of	the	equipment}	in	the	{state	the	task}.The	main	aim	of
requesting	for	the	{equipment}	is	{state	a	valid	reason	why	you	need	the	equipment}If	granted,	I	wish	to	use	the	{equipment}	for	a	period	of	{state	the	duration	you	expect	to	use	the	equipment}.	I	will	make	sure	to	return	it	by	{mm/dd/yyyy}.I	will	take	good	care	of	your	equipment,	return	it	in	good	working	condition,	and	follow	your	regulations.	Optional	Line	(Please	mention	any	amount	you	charge	for	the	{equipment}	per	day.)I	will	truly	appreciate	your	help.Respectfully,Signature	(needed	for	hard	copy	letters	only){First	Name	Last	Name	of	Sender}
{Position	of	Sender}	Mr.	Jhone	Monroe360	University	StreetRedmond,	Oregon	97756+1	333	878	0000rmail	@gmail	.	comJune	16,	2028Mr.	Edward	GrayOperations	ManagerBahati	Constructors	Ltd.900	Eliot	RoadRedmond,	Oregon	97756Dear	Mr.	GrayRe:	Letter	for	Permission	to	Use	Your	Concrete	MixerThis	letter	is	to	request	your	official	permission	to	use	your	concrete	mixer	in	the	construction	of	a	new	road,	George	Bush	Lane,	in	Redmond.	I	am	requesting	for	your	concrete	mixer	because	our	mixer	is	currently	undergoing	scheduled	maintenance.
Furthermore,	your	mixer	can	process	a	more	significant	amount	of	sand,	cement,	and	aggregates	to	enable	us	to	continue	the	project.If	you	approve	my	request,	I	will	use	your	mixer	for	two	days,	20/07/2028	and	21/07/2020.	I	expect	to	return	the	mixer	on	22/07/2028.I	promise	to	take	good	care	of	the	mixer	and	to	return	it	in	proper	working	condition.	Kindly	mention	the	amount	you	shall	charge	for	the	two	days.Thank	you	for	your	assistance.Respectfully,SignatureMr.	Edward	GrayOperations	ManagerBahati	Constructors	Ltd.	Subject:	Request	for	Permission
to	Use	Your	Scanning	Probe	MicroscopeDr.	David	KeenLab	TechnicianDepartment	of	PhysicsHarvard	UniversityDear	Dr.	Keen,This	email	is	to	kindly	request	you	to	allow	me	and	my	students	to	use	the	Scanning	Probe	Microscope	that	is	under	your	care	in	the	Department	of	Physics.	My	Material	Science	students	are	currently	studying	practical	lessons	on	Surface	Analysis	of	Materials,	and	the	microscope	will	help	them	gain	a	deeper	understanding.After	getting	your	permission,	we	aim	to	use	the	Scanning	Probe	Microscope	on	20/06/2032	between	10.00	am
and	2.00	pm.We	will	follow	all	laboratory	safety	procedures	to	ensure	that	the	equipment	remains	in	proper	working	condition.Thank	you	for	your	kind	consideration.Sincerely,Dr.	Martin	EvansSenior	lecturerDepartment	of	Material	ScienceHarvard	University	From	Mr.	Alvin	StrongMarketing	DirectorCute	MastersJune	20,	2033To	Mrs.	Hellen	KeyaHead	of	CommunicationsCute	MastersDear	Mrs.	Keya,Re:	Letter	for	Permission	to	Use	Your	ProjectorI	kindly	request	for	your	permission	to	use	the	projector	that	is	under	your	care	for	a	presentation	that	shall	take
place	today.	As	you	are	aware,	Cute	Masters’	Marketing	Department	shall	have	a	series	of	presentations	to	pitch	our	marketing	strategies	to	clients.We	will	highly	appreciate	it	if	you	help	us	with	the	projector	from	20/06/2020	to	30/06/2033.Thank	you	for	your	continuous	support.Sincerely,Mr.	Alvin	StrongMarketing	DirectorCute	Masters1	444	444	333	A	successful	request	letter	to	use	equipment	takes	polite	words,	simplicity,	and	enough	details	for	the	requested	item.	Use	the	letter	format	provided	above	to	write	a	perfect	formal	or	friendly	letter	for	any
equipment.	div	>	section	>	center	>	div	data-
code=
data-block=3>	FROM:	Your	full	nameName	of	BusinessYour	job	descriptionAddress	unless	it	is	the	same	as	the	company	address	aboveDear	Full	Name	of	Receiver:This	letter	is	to	request	a	new	computer	for	my	work	in	the	office	as	the	one	I	am	using	now	is	outdated.	There	are	many	new	functions	available	today	that	I	am	not	able	to	use.	100%(5)100%	found	this	document	useful	(5	votes)40K	views1	pageRelated	Interests,	active	A	Request	Letter	is	a	formal	letter	written	to	request	something	from	an	individual,	a	company,	or	an	organization.	When	you	are
writing	a	request	letter,	you	are	asking	someone	to	take	the	time	to	read	your	letter,	consider	your	request,	and	act	on	that	request.	Request	letters	should	be	written	in	a	kind,	appreciative	tone.	When	you	ask	someone	to	do	something	for	you,	make	it	as	easy	as	you	can	for	them	to	accomplish	the	task.	For	instance,	if	requesting	donations,	include	a	postage-paid,	self-addressed	envelope.	Request	letters	should	clearly	state	the	nature	of	the	request	you	are	making.	Appeal	to	the	recipient’s	better	nature	by	stating	the	importance	of	the	request	and	the
benefits	that	their	assistance	can	bring.	If	you	are	asking	for	a	referral,	offer	information	about	the	position	you	are	hoping	to	obtain.	If	you	are	asking	for	a	transfer	to	another	location,	tell	your	employer	how	beneficial	the	transfer	would	be,	not	just	for	yourself	but	for	the	company.	Be	clear,	professional,	and	polite.	When	you	are	preparing	to	write	a	letter	requesting	something,	clarify	why	you	are	making	the	request	and	if	there	is	a	deadline	after	which	the	assistance	can	no	longer	be	helpful.	For	instance,	if	you	are	applying	for	a	scholarship	and	are	asking
for	a	letter	of	recommendation,	let	the	recipient	know	when	the	recommendation	must	be	mailed	to	the	appropriate	organization.	Tell	the	recipient	who	you	areTell	the	recipient	what	you	are	requestingExplain	the	benefits	of	the	assistanceOffer	several	alternatives	for	assisting,	if	possibleMake	it	as	simple	and	easy	to	assist	as	possibleIf	necessary,	set	a	deadline	after	which	the	assistance	can	no	longer	be	helpful	Be	specific	about	the	request.Make	the	tone	match	the	reason	for	the	request.Offer	as	much	background	information	as	required,	but	stay	on
topic.Show	how	the	recipient	can	help	you	accomplish	your	goal.Demonstrate	the	importance	of	the	goal.Enclose	all	forms	and	information	required	to	meet	the	request.	Here	is	a	basic	format	for	a	request	letter.	Some	appropriate	request	phrases	are	included;	simply	delete	any	that	do	not	match	your	need	and	add	appropriate	phrases	as	needed.{Your	name}{Your	address}Leave	this	line	blank.{Recipient	name}{Recipient	address}{Date}Dear	{Recipient	name}:{Introduce	yourself	and	your	goal	here}.(I	am	writing	on	behalf	of	{nonprofit	name}.	As	you
may	know,	we	help	{who	and	how}.)({I	am	in	your	{name	of	class}.	I	am	currently	applying	for	the	{name	of	scholarship}.)(I	have	been	with	{company	name}	for	{length	of	time}.	I	am	interested	in	relocating	to	{location	name}.	I	am	aware	{company	name}	has	a	division	in	{location	name}.)I	am	writing	to	ask	you	to	{request}.	Your	assistance	will	help	{who}.(I	am	writing	to	ask	you	to	consider	donating	to	{organization	name}.	Your	assistance	will	help	{who	and	how}.)(I	am	writing	to	ask	you	for	a	letter	of	recommendation	for	a	scholarship.	Your
assistance	in	this	matter	can	greatly	improve	my	chances	of	receiving	the	scholarship	I	need	to	continue	my	education.)(I	am	writing	to	respectfully	request	a	transfer	to	the	division	located	in	{location	name}.)You	can	help	by	{offer	way(s)	to	fulfill	request}.(You	can	help	by	sending	your	donation	in	the	postage-paid	envelope	provided,	or	by	calling	{phone	number}	with	your	payment	information.)(You	can	help	by	sending	a	letter	of	recommendation	to	{organization	address}	by	{date}.)(You	can	help	by	forwarding	my	request	to	human	resources	with	your
approval	of	the	transfer.){Add	any	other	relevant	information	here}.Thank	you	so	much	for	taking	the	time	to	read	this	and	consider	my	request.	Your	assistance	is	greatly	appreciated.Respectfully	yours,{Your	signature}{Your	name}Enclosures:	{Note	any	enclosures	here}	Here	is	a	sample	letter	based	on	the	above	basic	format.Help	for	Humanity1080	East	73	CourtBoonesville,	OH	28659Mr.	Joseph	Haverton20098	South	Marina	DriveBoonesville,	OH	28659August	16,	2032Dear	Mr.	Haverton:I	am	writing	on	behalf	of	Help	for	Humanity.	As	you	may	know,	we
help	local	residents	who	need	clothing,	personal	items,	or	household	items.I	am	writing	to	ask	you	to	consider	donating	to	Help	for	Humanity.	Your	assistance	will	help	your	neighbors	in	need	by	offering	them	basic	necessities.	Often	these	neighbors	do	not	have	the	items	required	to	maintain	a	household	or	the	clothing	needed	to	seek	and	maintain	employment.You	can	help	by	donating	your	unused	clothing	or	household	items	to	our	organization.	Our	drop-off	point	is	located	at	3098	West	93rd	in	Boonesville.You	can	also	help	by	sending	a	financial	donation	in
any	amount	in	the	postage-paid	envelope	provided,	or	by	calling	924-398-4200	with	your	payment	information.	Any	donation,	no	matter	how	small,	helps	local	residents	meet	their	needs.Thank	you	so	much	for	taking	the	time	to	read	this	and	consider	my	request.	Your	assistance	is	greatly	appreciated.Respectfully	yours,Alicia	JenningsAlicia	JenningsEnclosures:	Postage-paid	Addressed	Envelope	Writing	a	request	letter	can	be	difficult.	Having	a	sample	letter	that	demonstrates	the	use	of	a	basic	format	can	help	you	create	the	perfect	request	letter	for	your	own
need.	Our	basic	format	letter	offers	some	common	request	phrases.	You	can	use	any	of	these	or	write	your	request.	Feel	free	to	use	the	basic	format	provided	above.	A	Request	Letter	for	Materials	is	a	formal	request	for	materials	required	to	accomplish	a	task.	Most	companies	have	basic	formats	for	requisitioning	materials.	These	are	forwarded	to	a	purchasing	department.	These	can	also	be	used	as	a	way	to	request	materials	from	a	warehouse.	A	Request	Letter	to	a	Bank	is	a	formal	request	to	a	bank,	usually	as	a	request	to	close	an	account	or	to	access	a
lockbox.	Such	requests	should	provide	the	information	needed	to	fulfill	the	request,	such	as	the	name	of	the	account	holder	and	the	number	of	the	account	or	lockbox.	A	Request	Letter	for	Transfer	is	a	formal	request	for	a	transfer	to	another	division	of	a	company.	When	writing	a	request	for	a	transfer,	maintain	a	professional	and	respectful	tone.	Let	your	employer	know	how	you	can	be	useful	at	the	division	you	wish	to	be	transferred	to.	A	Request	Letter	for	Payment	is	a	professional	letter	written	by	a	company’s	accounting	department	requesting	payment	of
an	account	balance	or	a	minimum	payment	on	an	account.	This	formal	letter	is	generally	used	when	an	account	or	a	payment	is	over	30	days	past	due.	A	Request	Letter	for	Approval	is	a	formal	request	for	approval	for	any	specific	item.	Approval	requests	are	common	in	companies,	and	are	used	to	verify	approval	for	materials,	services,	or	other	needs.	These	are	generally	based	on	a	specific,	company-wide	request	form.	Be	professional,	polite,	and	clear	about	your	request.Tell	the	recipient	how	their	assistance	will	help,	and	who	it	will	help.Tell	the	recipient
how	to	help.Let	the	recipient	know	if	there	is	a	deadline	for	helping.	div	>	section	>	center	>	div	data-
code=
data-block=3>
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