
Request for Tech Department Budget 

Allocation 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an allocation of budget for 

the Tech Department for the upcoming fiscal year. As our company continues to grow, the 

demand for technological resources and support has increased significantly. 

Specifically, our budget request covers the following areas: 

• Upgrading existing hardware and software systems 

• Enhancing cybersecurity measures 

• Investing in staff training and development 

• Implementing new technologies to improve productivity 

The total amount requested is [Insert Amount], which will enable us to maintain operational 

efficiency and stay competitive in our industry. I believe this investment will yield significant 

returns in the long run. 

Thank you for considering this request. I look forward to discussing this matter further at your 

earliest convenience. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


