
Resource Allocation Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Review of Resource Allocation 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing efforts to ensure effective resource 

management within our organization, I am writing to review the current allocation of resources 

within your department. 

In the past quarter, we have observed the following: 

• Resource Utilization: [Brief summary] 

• Achievements: [Brief summary] 

• Challenges: [Brief summary] 

To optimize our resources moving forward, I suggest the following adjustments: 

1. Adjustment 1: [Details] 

2. Adjustment 2: [Details] 

3. Adjustment 3: [Details] 

Please review the proposed adjustments and provide your feedback by [Insert Deadline]. Your 

input is invaluable as we strive to enhance our efficiency and effectiveness. 

Thank you for your attention to this matter. I look forward to your response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


