I'T Procurement Request for Software
Acquisition

Date: [Insert Date]

To: [Insert Recipient Name]

Title: [Insert Recipient Title]

Department: [Insert Recipient Department]

From: [Your Name]

Title: [Your Title]

Department: [Your Department]

Subject: Software Acquisition Request
Dear [Recipient Name],

| am writing to request approval for the procurement of [Insert Software Name], which will be
essential for [Briefly explain the purpose or project]. The software will enable us to [Explain
benefits, such as improve efficiency, productivity, etc.].

Details of the Request:

Software Name: [Insert Software Name]

Vendor: [Insert Vendor Name]

License Type: [Insert License Type]

Estimated Cost: [Insert Estimated Cost]

Justification: [Provide a brief justification for the acquisition]

The expected implementation date is [Insert Date], and | believe this software will have a
significant impact on [Insert impact area, e.g., team productivity, project output].

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

Sincerely,
[Your Name]

[Your Title]



[Your Contact Information]



