
IT Budget Approval Request 

Date: [Insert Date] 

To: [Approver's Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: IT Budget Approval Request for Departmental Enhancements 

Dear [Approver's Name], 

I hope this message finds you well. I am writing to formally request approval for the proposed IT 

budget for departmental enhancements for the upcoming fiscal year. As we strive to improve our 

operational efficiency and service delivery, it is essential that we invest in the necessary 

technology and resources. 

Overview of Requested Enhancements 

• Upgrade of existing software systems 

• Purchase of new hardware 

• Implementation of training programs for staff 

• Licensing for new applications 

Budget Breakdown 

Item Cost 

Software Upgrades $[Insert Amount] 

Hardware Purchases $[Insert Amount] 

Training Programs $[Insert Amount] 

Licenses $[Insert Amount] 

Total $[Insert Total Amount] 

The successful execution of these enhancements will significantly improve our department's 

productivity and service capabilities. I am confident that this investment will yield substantial 

returns in the long run. 

Thank you for considering this request. I am available to discuss this proposal in detail and 

address any questions or concerns you may have. 



Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


