
Resource Allocation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Resource Allocation Approval 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to seek your approval for the allocation of 

resources necessary for [briefly describe the project or initiative]. The project is aimed at [outline 

the objectives and significance of the project]. 

To successfully execute this project, we require the following resources: 

• [Resource 1] 

• [Resource 2] 

• [Resource 3] 

The estimated budget for these resources is [insert estimated budget], and we anticipate that this 

allocation will lead to [describe expected outcomes or benefits]. 

We believe that with your approval, we can move forward promptly and make significant 

progress on [project name]. I am happy to provide any additional information you may require to 

assist in your decision-making process. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


