
[Your Name] 

[Your Position] 

[Your Company] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

Subject: Project Resource Allocation for Contingencies 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing efforts to ensure the successful 

completion of the [Project Name], we have conducted a thorough review of our current resource 

allocation and identified the need for additional resources to address potential contingencies. 

To effectively manage unforeseen circumstances, I would like to propose the allocation of the 

following resources: 

• [Resource Type 1] - [Description and rationale] 

• [Resource Type 2] - [Description and rationale] 

• [Resource Type 3] - [Description and rationale] 

These allocations are critical to maintaining our project schedule and mitigating risks associated 

with potential disruptions. I recommend that we discuss this matter further during our upcoming 

meeting on [Meeting Date]. 

Thank you for your attention to this important aspect of our project. I look forward to your 

feedback. 

Best regards, 

[Your Name] 

[Your Contact Information] 


