
Resource Allocation Guidelines 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Resource Allocation Guidelines for [Project/Department Name] 

Dear [Recipient's Name], 

I hope this message finds you well. This letter serves to outline the guidelines for resource 

allocation within [specific project or department]. The objective is to ensure an effective and 

efficient distribution of resources that aligns with our organizational goals. 

1. Objectives 

Clearly define what the resource allocation aims to achieve. 

2. Resource Types 

List the types of resources involved (e.g., financial, human, technological). 

3. Allocation Process 

Detail the steps to be followed for resource allocation. 

4. Responsibilities 

Define the roles and responsibilities of team members involved in the process. 

5. Review and Adjustments 

Outline how and when the allocations will be reviewed. 

Please ensure that all teams adhere to these guidelines to promote transparency and 

accountability. Your cooperation is greatly appreciated. 

If there are any questions or concerns, do not hesitate to reach out. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


