
Resource Allocation Request 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Department: [Recipient Department] 

Company: [Company Name] 

From: [Your Name] 

Position: [Your Position] 

Department: [Your Department] 

Subject: Resource Allocation Request for [Project Name] 

Dear [Recipient Name], 

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

necessary for the successful development of the [Project Name]. As we progress in the planning 

stage, it has become clear that the following resources will be essential: 

• Human Resources: [Specify roles and number of personnel needed] 

• Financial Resources: [Specify budget requirements] 

• Technological Resources: [Specify tools and technologies required] 

• Material Resources: [Specify any physical materials needed] 

The successful execution of this project is critical to [explain the significance of the project]. We 

believe that with these resources in place, we can achieve our objectives and deliver outcomes 

that align with our company goals. 

I appreciate your consideration of this request and I am happy to discuss it further at your earliest 

convenience. 

Thank you for your support. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


