
Formal letter requesting project resources

Subject: Requisition for Project Materials

Dear [Managerâ€™s Name],

I am writing to formally request the necessary materials and resources required for the successful

execution of [Project Name]. As per the project plan, the following items are essential to meet our

deadlines and maintain quality standards:

[List of Materials/Resources]

Kindly approve this requisition at your earliest convenience so that the project can proceed as

scheduled. I am available to discuss any clarifications regarding this request.

Thank you for your prompt attention to this matter.

Sincerely,  

[Your Name]  

[Your Position]

Get more templates here: https://www.lettersandtemplates.com/letters/requisition-letter-for-project


