
IT Budget Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

From: [Your Name] 

Title: [Your Title] 

Department: [Your Department] 

Dear [Recipient's Name], 

I am writing to request your approval for the budget allotted for the expansion of our network 

infrastructure. As our organization continues to grow, it has become essential to enhance our 

network capabilities to support increased traffic and improve overall performance. 

Project Overview: 

• Current Network Limitations: [Briefly describe current issues] 

• Objectives: [Outline objectives of the expansion] 

• Proposed Solutions: [Summarize proposed solutions] 

Budget Details: 

• Hardware Costs: [Estimated costs] 

• Software/License Fees: [Estimated costs] 

• Installation and Setup: [Estimated costs] 

• Training and Support: [Estimated costs] 

• Total Estimated Budget: [Total Cost] 

This investment will help streamline operations, increase productivity, and enhance security, 

ultimately contributing to our organization's success. I believe it is crucial to address these needs 

promptly. 

Thank you for considering this request. I am looking forward to your favorable response. 

Sincerely, 



[Your Name]  

[Your Title]  

[Your Contact Information] 


