
Approval Letter for Project Resource 

Adjustments 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to formally approve the proposed adjustments to the resources allocated for the 

[Project Name]. After reviewing your request and considering the project's current status and 

future needs, we believe the adjustments are necessary to ensure the project's success. 

The following resource changes have been approved: 

• [Description of Resource Adjustment 1] 

• [Description of Resource Adjustment 2] 

• [Description of Resource Adjustment 3] 

Please proceed with implementing these changes at your earliest convenience. We appreciate 

your continued dedication to this project and trust that these adjustments will contribute 

positively to our goals. 

Should you need further assistance or clarification regarding these changes, do not hesitate to 

reach out. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


