
IT Budget Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] [Recipient's Title] 

From: [Your Name] [Your Title] 

Subject: Request for Budget Approval for New Software Implementation 

Dear [Recipient's Name], 

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

allocated for the implementation of [Software Name] within our department. 

The proposed software is essential for [briefly explain the purpose, e.g., improving efficiency, 

enhancing customer service, etc.]. After thorough research and consideration, it has been 

identified as the best solution to address our current challenges, including [briefly outline 

challenges]. 

The estimated budget for this implementation is [insert amount], which includes [list any key 

components like licenses, training, support, etc.]. We anticipate that this investment will lead to 

[briefly discuss expected return on investment or benefits such as cost savings, time efficiency, 

etc.]. 

I am available to discuss this proposal further and provide any additional information required. 

Thank you for considering this request. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Contact Information] 


