
Comprehensive IT Resource Inventory 

Date: __________ 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient Name], 

We are conducting a comprehensive inventory of the IT resources utilized within our office 

settings. This assessment aims to ensure that all hardware, software, and associated technologies 

are accounted for and functioning optimally. 

Below is a summary of the IT resources we require information on: 

• Computers (Make, Model, Serial Number) 

• Printers and Scanners 

• Networking Equipment (Routers, Switches, Modems) 

• Software Applications (Licenses and Versions) 

• Mobile Devices (Smartphones, Tablets) 

• Other Peripheral Devices 

Please provide the requested information by [Deadline Date]. Your cooperation is vital for 

maintaining our IT infrastructure and ensuring seamless operations. 

Thank you for your attention to this matter. Should you have any questions or require further 

clarification, please do not hesitate to reach out. 

 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Organization] 

[Your Contact Information] 


