
Resource Request for Departmental Operations 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Department Name] 

[Company/Organization Name] 

[Contact Information] 

To: [Manager's Name] 

[Manager's Position] 

[Department Name] 

[Company/Organization Name] 

Dear [Manager's Name], 

I am writing to formally request additional resources to enhance the operational efficiency of our 

department. As we continue to [briefly explain current projects or initiatives], we have identified 

a need for the following resources: 

• [Resource 1: Description] 

• [Resource 2: Description] 

• [Resource 3: Description] 

These resources will allow us to [explain how the resources will improve operations or 

outcomes]. I believe that securing these resources will significantly contribute to achieving our 

departmental objectives. 

I appreciate your consideration of this request. Please let me know if you need any further 

information or if we can discuss this matter at your earliest convenience. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 


