
Resource Allocation Request for Technology 

Upgrades 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

Company: [Company Name] 

Dear [Recipient's Name], 

I am writing to formally request resource allocation for the necessary technology upgrades 

within our department. As we strive to enhance our operational efficiency and productivity, it has 

become increasingly clear that the current systems are insufficient to meet our growing demands. 

The proposed upgrades include: 

• Upgrading our existing software solutions to the latest versions. 

• Implementing new hardware to support increased workloads. 

• Investing in training sessions for staff to utilize the new technology effectively. 

Completion of these upgrades would provide numerous benefits, including improved efficiency, 

better data management, and enhanced security features. I have attached a detailed proposal 

outlining the costs, expected outcomes, and timeline for each upgrade. 

I appreciate your consideration of this request and look forward to discussing it further. Please let 

me know if you need any additional information or if there's a convenient time for us to meet. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Contact Information] 


