
IT Budget Approval Request for Technical 

Support Services 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

Company: [Company Name] 

Dear [Recipient's Name], 

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

allocation for our technical support services for the upcoming fiscal year. 

Given the increasing demand for technical assistance and the critical role that IT support plays in 

maintaining our operational efficiency, I believe it is necessary to allocate funds for the 

following areas: 

• 24/7 Help Desk Support 

• Onsite Technical Assistance 

• Software and Hardware Maintenance 

• Training and Development for IT Staff 

The total proposed budget for these services is [insert total amount]. This investment will ensure 

that our employees receive prompt and efficient technical support, which is crucial for 

minimizing downtime and enhancing productivity. 

I appreciate your attention to this matter, and I am happy to discuss this request further or 

provide any additional information you may need. 

Thank you for considering this request. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 



[Your Company] 

[Your Contact Information] 


