Capacity Planning for Resource Allocation

Date: [Insert Date]

To: [Client's Name]

[Client's Address]

[City, State, ZIP Code]

Dear [Client's Name],

I hope this message finds you well. I am writing to present my capacity planning for the

upcoming project on [Project Name]. As a freelance professional, it is crucial to effectively
allocate resources to ensure the project's success.

Project Overview

[Briefly describe the project scope and objectives.]

Resource Allocation Plan

e Task 1: [Description] - Estimated Time: [Timeframe]
e Task 2: [Description] - Estimated Time: [Timeframe]
e Task 3: [Description] - Estimated Time: [Timeframe]

Resource Requirements

To effectively complete the project, I will require the following resources:
e [Resource 1]

e [Resource 2]
e [Resource 3]

Proposed Timeline

The proposed timeline for the project is as follows:

e Phase 1: [Dates and milestones]
e Phase 2: [Dates and milestones]
e Phase 3: [Dates and milestones]



Thank you for considering this capacity planning proposal. I am looking forward to discussing
this further and ensuring we have the resources necessary for successful project execution.

Sincerely,
[Your Name]

[Your Contact Information]



