
Project Task Allocation 

Date: [Insert Date] 

To: [Team Member's Name] 

[Team Member's Position] 

[Company/Organization Name] 

Dear [Team Member's Name], 

We are excited to inform you about your task allocation for [Project Name]. Your skills and 

expertise are crucial for the successful completion of this project. 

Project Details: 

Project Name: [Insert Project Name] 

Role: [Insert Role/Position] 

Tasks: 

• [Task 1] 

• [Task 2] 

• [Task 3] 

Deadline: [Insert Deadline] 

Please reach out if you have any questions or need further clarification regarding your tasks. We 

look forward to your contributions toward making this project a success. 

Best regards, 

[Your Name] 

[Your Position] 

[Company/Organization Name] 

[Contact Information] 


