
Request for Internal Resource Reallocation 

Date: [Insert Date] 

To: [Recipient's Name] 

Department: [Recipient's Department] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Internal Resource Reallocation 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the reallocation of resources 

within our team. Due to [briefly describe the reason, e.g., an increase in workload, project 

demands], we require additional support in the form of [specify resources needed, e.g., 

personnel, budget, equipment]. 

Allocating these resources towards [specific project or goal] will significantly enhance our 

efficiency and output. We believe that with this adjustment, we can achieve [mention expected 

outcomes or improvements]. 

I am open to discussing this further and exploring how we can best implement these changes to 

benefit our team and the organization as a whole. 

Thank you for considering this request. I look forward to your positive response. 

 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


