
Resource Allocation Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

[Your Position] 

[Your Company/Organization] 

Dear [Recipient's Name], 

We are pleased to confirm the allocation of resources as discussed in our recent meeting. The 

details of the allocation are as follows: 

• Resource Type: [Insert Resource Type] 

• Quantity: [Insert Quantity] 

• Allocation Date: [Insert Allocation Date] 

• Purpose: [Insert Purpose or Project Name] 

If you have any questions or require further clarification regarding this allocation, please feel 

free to contact me directly. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


