Departmental Tech Resources Allocation
Plan

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]

Department: [Your Department]

Subject: Allocation Plan for Tech Resources

Dear [Recipient Name],
| am writing to present the allocation plan for the departmental tech resources for the upcoming

period. This plan is designed to ensure efficient usage and to meet the operational needs of our
team.

Resource Overview
o Computers: [Number of Computers] allocated to [Team/Individual Names]

o Software Licenses: [Number of Licenses] allocated to [Team/Individual Names]
o Other Equipment: [List of Equipment] allocated to [Team/Individual Names]

Budget Considerations

Total estimated budget for these resources: $[Amount]
Implementation Timeline

The allocation process will be completed by [Date].

For any further clarifications or adjustments to this allocation plan, please do not hesitate to
reach out.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



