
IT Procurement Request 

Date: [Insert Date] 

To: [Procurement Department/Recipient Name] 

From: [Your Name] 

Department: [Your Department] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Subject: Procurement Request for System Upgrades 

Dear [Recipient Name], 

I am writing to formally request the procurement of necessary upgrades for our current system to 

enhance efficiency and productivity. After thorough assessment, our team has identified the 

following upgrades: 

• Upgrade to [Specify System or Software] - [Brief Description of the Upgrade] 

• Additional [Specify Hardware/Software] - [Brief Description] 

• Increased [Specify Capacity, such as RAM, Storage] - [Justification] 

The total estimated cost for these upgrades is [Insert Estimated Cost]. We believe that investing 

in these upgrades will significantly improve our operations and provide long-term benefits for 

our department. 

Please let me know if you require any further information or clarification regarding this request. I 

look forward to your timely response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 


