
IT Equipment Funding Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Department] 

[Company/Organization Name] 

Dear [Recipient's Name], 

We are pleased to inform you that your request for funding to acquire new IT equipment has 

been approved. After careful review, we have determined that this investment will significantly 

enhance your team's efficiency and overall productivity. 

Approved Items: 

• [Item 1: Description, Quantity, Cost] 

• [Item 2: Description, Quantity, Cost] 

• [Item 3: Description, Quantity, Cost] 

Total Funding Amount: [Total Amount] 

We encourage you to proceed with the purchasing process and provide us with the necessary 

receipts and documentation for our records. Should you have any questions or require further 

assistance, please do not hesitate to reach out. 

Thank you for your dedication to ensuring our IT infrastructure meets the demands of our office. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Company/Organization Name] 


