Project Scope Definition for Resource
Allocation

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]

Subject: Project Scope Definition for [Project Name]

Introduction

This letter outlines the scope of the [Project Name] project and details the resource allocation
required for its successful execution.

Project Overview

[Provide a brief description of the project, its objectives, and its importance to the organization.]

Scope Definition

The following key tasks and deliverables are included within the scope of the project:

e [Task1]
e [Task 2]
e [Task 3]

Resource Allocation

The resources required for the successful completion of this project include:
o [Resource 1: Description]

e [Resource 2: Description]
o [Resource 3: Description]

Timeline
The expected timeline for the project is as follows:

e [Milestone 1: Date]
e [Milestone 2: Date]



e [Milestone 3: Date]

Conclusion

Please review the outlined scope and resource requirements. Your support and approval are
crucial for initiating the project.

Thank you for your attention to this matter. | look forward to your response.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



