Resource Allocation Request

Date: [Insert Date]

To: [Recipient's Name]

Department: [Recipient's Department]

From: [Your Name]

Department: [Your Department]

Subject: Resource Allocation for Internal Project Needs

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request the allocation of resources
for our internal project titled [Project Name]. As we move forward with the project, it has
become clear that additional resources will be essential to meet our objectives and deadlines.
Specifically, we would require the following resources:

[Resource 1 - e.g., Human Resources: Number of personnel and required skills]
[Resource 2 - e.g., Budget: Estimated financial resources needed]

[Resource 3 - e.g., Equipment: Specific tools or technology required]
[Resource 4 - e.g., Time: Additional timeframes needed]

These resources are essential to ensure the success of [Project Name] and align with our strategic
goals. I believe that with the right allocation of resources, we can achieve [insert expected
outcomes].

Please let me know if you need any further information or if we can schedule a meeting to
discuss this request in more detail. Thank you for considering our needs, and I look forward to
your positive response.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



