Consulting Budget Guidelines for Resource
Allocation

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Consulting Budget Guidelines for [Project Name]
Dear [Recipient Name],

As we prepare for the upcoming project, | would like to outline the budget guidelines for
resource allocation to ensure efficient management of funds and optimal use of resources. Please
consider the following points:

o Overall Budget: The total budget for the project is [Insert Amount].

o Allocation Categories:

Personnel Costs: [Insert Percentage/Amount]

Consultation Fees: [Insert Percentage/Amount]

Materials and Supplies: [Insert Percentage/Amount]

Travel Expenses: [Insert Percentage/Amount]

o Miscellaneous: [Insert Percentage/Amount]

e Approval Process: All expenses must be pre-approved by [Insert Approver's
Name/Position].

« Reporting: Detailed reports of expenses must be submitted monthly by [Insert Reporting
Date].

o O O O

It is crucial to adhere to these guidelines to maintain financial oversight and ensure the success of
our project. Should you have any questions or require further clarification, please do not hesitate
to reach out.

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



