
Project Resource Allocation Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Review of Resource Allocation for [Project Name] 

Dear [Recipient's Name], 

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

allocation for our projects, I am reaching out to review the current allocation of resources for the 

[Project Name] which is scheduled for [Project Duration]. 

Currently, the resources allocated are: 

• Team Members: [List of Team Members] 

• Budget: [Allocated Budget] 

• Timeline: [Project Timeline] 

• Tools and Technologies: [List of Tools] 

Upon reviewing the current allocations, I have identified the following areas where adjustments 

may be necessary: 

1. [Area for Adjustment 1] 

2. [Area for Adjustment 2] 

3. [Area for Adjustment 3] 

I would like to schedule a meeting to discuss these points further and gather your insights. Please 

let me know your availability for the coming week. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


