
Resource Requisition for Departmental 

Development Initiatives 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

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

support our departmental development initiatives aimed at enhancing productivity and efficiency 

within our team. 

As outlined in our previous discussions, we have identified several key areas for improvement 

that will significantly benefit from additional resources. Specifically, we are seeking: 

• [Resource 1: Description] 

• [Resource 2: Description] 

• [Resource 3: Description] 

The total estimated cost for these resources is [Insert Amount]. We believe that these 

investments will yield substantial returns and contribute to our overall departmental goals. 

I appreciate your consideration of this requisition. Please let me know if you require any 

additional information or documentation. 

Thank you for your support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


