Request for Budget Approval: Technology
Upgrades

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Company/Organization: [Recipient's Organization]
Dear [Recipient's Name],

I am writing to formally request approval for the budget allocation for essential technology
upgrades that will significantly enhance our operational efficiency and productivity.

After conducting a thorough assessment, we have identified the following key areas that require
immediate attention:

o [Describe Upgrades - e.g., software, hardware, systems]

o [Justification for Upgrades - e.g., outdated technology, increased efficiency]

o [Estimated Costs - e.g., total budget needed]
The proposed budget for these upgrades is [Insert Total Amount]. I believe that these
improvements are vital for maintaining our competitive edge and ensuring the quality of our
services.

| appreciate your consideration of this request and am happy to provide further details or discuss
this matter at your convenience.

Thank you for your attention to this important request.
Sincerely,

[Your Name]

[Your Title]

[Your Department]

[Your Contact Information]



