
Freelance Capacity Planning for Team 

Collaboration 

Date: [Insert Date] 

To: [Client/Team Name] 

From: [Your Name] 

Subject: Capacity Planning for Upcoming Projects 

Dear [Client/Team Name], 

I hope this message finds you well. As we gear up for the upcoming projects, I wanted to take a 

moment to outline the capacity planning for our team collaboration. This will ensure that our 

resources are effectively allocated and that we meet project deadlines without compromising 

quality. 

Project Overview 

• Project Name: [Insert Project Name] 

• Timeline: [Insert Timeline] 

• Key Deliverables: [List Deliverables] 

Team Roles and Responsibilities 

• [Role 1]: [Responsibility] 

• [Role 2]: [Responsibility] 

• [Role 3]: [Responsibility] 

Resource Availability 

Below is the current availability of our team members: 

• [Team Member 1]: [Availability] 

• [Team Member 2]: [Availability] 

• [Team Member 3]: [Availability] 

Next Steps 

Please review the above information and let me know if there are any adjustments or concerns. 

It's important we are aligned to ensure the seamless execution of our projects. 



Thank you for your collaboration! 

Best regards, 

[Your Name]  

[Your Contact Information]  

[Your Website/Portfolio] 


