
IT Procurement Request 

To: [Recipient Name] 

From: [Your Name] 

Date: [Date] 

Subject: Procurement Request for Cloud Services 

Dear [Recipient Name], 

I am writing to formally request the procurement of cloud services for our department. After 

assessing our current IT infrastructure and future needs, we have identified several key services 

that will greatly enhance our operations. 

Requested Services 

• Cloud Storage Solution 

• Cloud Computing Services 

• Data Backup and Recovery Services 

Justification 

The transition to cloud services will allow us to improve scalability, reduce costs, and enhance 

collaboration among team members. It also provides robust security features essential for our 

data management and compliance needs. 

Estimated Budget 

The estimated budget for the procurement of these cloud services is [$Amount]. A detailed 

breakdown of the costs is attached for your review. 

Conclusion 

We believe that investing in cloud services is essential for our ongoing operations and future 

growth. I appreciate your consideration of this procurement request and look forward to your 

favorable response. 

Thank you for your attention to this matter. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


