
Follow-up on Project Assessment 

Dear [Recipient's Name], 

I hope this message finds you well. Following our recent project assessment meeting held on 

[date], I would like to discuss the important matter of resource allocation as we move forward 

with the [Project Name] project. 

During our discussions, we identified several key areas where additional resources will be 

beneficial to ensure the successful completion of the project. These areas include: 

• [Resource Area 1] 

• [Resource Area 2] 

• [Resource Area 3] 

To address these needs, I propose the following action items: 

1. [Action Item 1] 

2. [Action Item 2] 

3. [Action Item 3] 

I would appreciate your feedback on these proposals and any further suggestions you might 

have. Please let me know a suitable time for us to discuss this matter in more detail. 

Thank you for your attention to this important follow-up. I look forward to your prompt 

response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


