
Resource Allocation Summary 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Summary for Resource Allocation Shifting 

Introduction 

This letter serves to summarize the proposed shifts in resource allocation for the upcoming 

quarter. The objective of this adjustment is to enhance efficiency and meet the project demands 

more effectively. 

Current Resource Allocation 

• Project A: [Percent/Amount] 

• Project B: [Percent/Amount] 

• Project C: [Percent/Amount] 

Proposed Changes 

We recommend the following shifts in resource allocation: 

• Shift from Project A to Project B: [Amount] 

• Increase allocation for Project C by: [Amount] 

Justification 

The shifts are based on [factors such as project timelines, resource availability, strategic goals, 

etc.]. This realignment is expected to result in [expected outcomes]. 

Conclusion 

We appreciate your consideration of these proposed changes and look forward to your feedback. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


