
Request for Additional Resources 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request additional resources to 

support our ongoing project, [Project Name], which is currently facing challenges in meeting its 

objectives due to limited resources. 

As you know, our team has made significant progress in the initial phases of the project, 

including [briefly mention achievements]. However, to ensure the successful completion and 

timely delivery of project milestones, we require additional support in the following areas: 

• [Resource 1: description] 

• [Resource 2: description] 

• [Resource 3: description] 

We believe that with these additional resources, we will be able to enhance our productivity and 

ensure that we meet our project deadlines while maintaining the quality of work. 

Thank you for considering this request. I am looking forward to your positive response. Please 

feel free to reach out if you need further information or clarification regarding this request. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


