
Resource Allocation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Dear [Recipient's Name], 

I am writing to request the allocation of resources for the new production line that we are 

planning to implement at [Location/Department]. This production line is crucial for enhancing 

our production capacity and meeting the increasing market demands. 

Below, I have outlined the required resources: 

• Equipment: [List of equipment needed] 

• Manpower: [Number of staff needed] 

• Budget: [Proposed budget] 

• Timeline: [Estimated time for setup] 

By securing these resources, we can ensure a smooth installation process and achieve our 

production goals promptly. I appreciate your consideration of this request and look forward to 

your favorable response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


