
IT Budget Approval Request for Research 

and Development Funding 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company/Organization: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

I am writing to formally request your approval for the IT budget allocation for our upcoming 

research and development initiatives. Our team is committed to enhancing our technological 

capabilities, which we believe is essential for staying competitive in the market. 

Below is a summary of the proposed budget: 

• Project Name: [Project Name] 

• Proposed Budget Amount: $[Amount] 

• Justification: [Brief justification for the budget and its expected impact] 

We believe that this investment will yield significant returns and drive innovation within our 

organization. We are looking to commence this project by [Insert start date], and your timely 

approval will enable us to move forward without delays. 

Thank you for considering this request. I am happy to provide any additional information you 

may require. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

Email: [Your Email] 

Phone: [Your Phone Number] 


