
Resource Allocation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Department: [Your Department] 

Subject: Request for Allocation of Software Licenses 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the allocation of software 

licenses for [specific software name(s)] that are essential for our team's productivity and project 

delivery. 

Justification: 

• Project Name: [Project Name] 

• Number of Licenses Needed: [Quantity] 

• Purpose: [Briefly explain purpose of the software and importance for current projects] 

• Estimated Cost: [Approximate cost of licenses] 

The timely acquisition of these licenses will enable us to [briefly describe the expected impact, 

e.g., enhance collaboration, streamline workflows, meet project deadlines, etc.]. 

I appreciate your consideration of this request and look forward to your favorable response. 

Please let me know if you require any further information or details. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


