
IT Support Approval for Maintenance 

Activities 

Date: [Insert Date] 

To: [Recipient Name]  

[Recipient Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

We have received your request for maintenance activities concerning the [specific system or 

application]. After reviewing the details, we are pleased to inform you that your request has been 

approved. 

Approval Details:  

- Scheduled Date: [Insert Date]  

- Time: [Insert Time]  

- Duration: [Estimated Duration]  

- Responsible IT Personnel: [IT Staff Name] 

We advise you to ensure that all critical operations are backed up and that affected users are 

notified in advance. Should you have any further questions or require additional assistance, 

please do not hesitate to contact us at [IT Support Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


