
Resource Allocation Review Request 

Date: [Insert Date] 

To: [Recipient's Name] 

Department: [Recipient's Department] 

Email: [Recipient's Email] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a review of the current 

allocation of computing resources within our department. As we are approaching [specific 

project or time period], it is essential to ensure that we have adequate computing resources to 

support our operational needs and maintain optimal productivity. 

Currently, we are facing [describe any specific issues or limitations related to computing 

resources]. This situation could potentially hinder our performance and affect project timelines. 

Therefore, I would appreciate it if we could review our current allocations and explore the 

possibility of adjusting them to better meet our requirements. 

Could we schedule a meeting at your earliest convenience to discuss this matter further? I 

believe that with some adjustments, we can significantly enhance our department's efficiency and 

output. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


