
Project Service Resource Allocation 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Resource Allocation for [Project Name] 

Dear [Recipient Name], 

We are writing to inform you about the allocation of resources for the [Project Name] project. 

After a thorough assessment of our current capabilities and project requirements, we have 

determined the following resource distribution: 

Resource Allocation Details 

• Human Resources: 

o [Job Title/Role] - [Name] - [Percentage of Time Allocated] 

o [Job Title/Role] - [Name] - [Percentage of Time Allocated] 

• Technical Resources: 

o [Equipment/Software] - [Quantity] 

o [Equipment/Software] - [Quantity] 

• Financial Resources: 

o [Budget Amount] - [Description] 

We believe that this allocation will ensure the successful completion of the project within the 

stipulated timeline. Please confirm your acceptance of this arrangement. 

Should you have any questions or require further adjustments, do not hesitate to reach out. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 


