
Request for Equipment, Resources, or Budget

Subject: Request for Additional Resources for [Project/Department]

Dear [Manager's Name],

I am writing to request approval for additional resources that would significantly improve our

productivity and project outcomes. Specifically, I am requesting [equipment/software/budget

allocation/additional staff] for [purpose].

Currently, we are facing challenges with [describe limitations or problems]. These constraints are

impacting our ability to [specific effects on work/deadlines/quality]. The requested resources would

address these issues by [explain how].

I am requesting the following: [detailed list with costs]. The total investment would be [amount].

Based on my analysis, this would result in [quantified benefits such as time savings, increased

output, cost reduction, improved quality].

The return on investment can be measured through [specific metrics]. I estimate we would see

positive results within [timeframe], and the long-term benefits include [list advantages].

Alternative options I considered include [other solutions], but the requested approach offers

[reasons why it's superior]. I have obtained quotes from [number] vendors and recommend [specific

vendor] based on [criteria].

I have prepared a detailed proposal with additional information and am happy to present it to you or

the relevant decision-makers. This investment would position us to [achieve specific goals or

overcome specific challenges].

Thank you for considering this request. I am available to discuss any questions or concerns.

Sincerely,

[Your Name]
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