Allocation Request for Technology Upgrades
Date: [Insert Date]
To: [Recipient's Name]
Position: [Recipient's Position]
Department: [Recipient's Department]
Company: [Recipient's Company]
Dear [Recipient's Name],
| am writing to formally request the allocation of funds for essential technology upgrades within
our department. As you are aware, the current equipment is [briefly describe issues or
limitations, e.g., outdated, inefficient, etc.], which inhibits our productivity and ability to meet
project deadlines.
To address these challenges, we propose the following upgrades:
e [Upgrade 1: Description and estimated cost]
e [Upgrade 2: Description and estimated cost]
e [Upgrade 3: Description and estimated cost]
The total investment required for these upgrades would be [Total Amount]. We believe that these
enhancements will lead to improved efficiency, increased productivity, and ultimately, better

outcomes for the company.

| appreciate your consideration of this request. I am looking forward to your response and am
happy to discuss this further or provide additional information if necessary.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Department]

[Your Company]

[Your Contact Information]



