
Subject: Modification in Resource Allocation 

Strategy 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Department: [Your Department] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inform you of a necessary modification in our 

resource allocation strategy that aims to enhance our operational efficiency and better align with 

our project goals. 

After a thorough analysis of our current resource distribution, we have identified key areas where 

adjustments can lead to significant improvements. These changes will involve reallocating 

resources from [Source Area] to [Target Area] to maximize productivity and ensure we meet 

impending deadlines. 

We believe these modifications will enable us to achieve [specific goals or objectives] more 

effectively. Enclosed with this letter are the detailed plans and timelines for the resource 

reallocation. 

Please feel free to reach out if you have any questions or require further clarification regarding 

this strategy change. Your collaboration and support are greatly valued as we implement these 

modifications. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


