
Request for Resource Reallocation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Resource Reallocation 

Dear [Recipient's Name], 

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

within our department to better align with our current project goals and objectives. 

As we progress with [specific project or initiative], it has become evident that [briefly explain the 

reason for the request, e.g., shortage of manpower, budget constraints, etc.]. After careful 

analysis, I believe that reallocating resources from [source of resources] to [target area] will 

significantly enhance our team's productivity and overall project outcome. 

Specifically, I am requesting the following reallocations: 

• [Detail resource 1] 

• [Detail resource 2] 

• [Detail resource 3] 

I am confident that these changes will lead to improved efficiency and a successful completion 

of our objectives. I am open to discussing this further and answering any questions you may 

have. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


