
Resource Allocation Proposal 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Title]  

[Department Name]  

[Organization Name] 

Dear [Recipient's Name], 

I am writing to propose a resource allocation to meet the needs of the [Department Name]. As we 

strive to achieve our departmental goals, it has become evident that certain resources are 

essential for our success. 

Proposed Resources 

• [Resource 1] - [Description and justification] 

• [Resource 2] - [Description and justification] 

• [Resource 3] - [Description and justification] 

Justification for Resource Allocation 

[Explain the importance of the proposed resources and how they will benefit the department and 

organization as a whole.] 

Conclusion 

I appreciate your consideration of this proposal, and I am confident that the allocation of these 

resources will significantly enhance our performance and capabilities. I look forward to your 

favorable response. 

Thank you for your attention. 

Sincerely, 

[Your Name]  

[Your Title]  

[Department Name]  

[Contact Information] 


