
Resource Allocation Review for Cost 

Reduction 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Resource Allocation Review for Cost Reduction 

Dear [Recipient's Name], 

As part of our ongoing efforts to improve efficiency and reduce costs within our organization, we 

are conducting a comprehensive review of our current resource allocation. After careful analysis, 

we have identified several areas where adjustments may be beneficial. 

Key findings from our preliminary review include: 

• [Finding 1: Description] 

• [Finding 2: Description] 

• [Finding 3: Description] 

We propose the following changes to enhance our resource allocation: 

1. [Proposed Change 1: Description] 

2. [Proposed Change 2: Description] 

3. [Proposed Change 3: Description] 

We believe that these adjustments will not only lead to cost savings but also improve our overall 

productivity. We would appreciate your feedback on these proposals and any additional 

suggestions you may have. 

Please let me know if you would be available for a meeting to discuss this further. Your insights 

are invaluable to us in this review process. 

Thank you for your attention to this important matter. 

Warm regards, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


