
Resource Allocation Update 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Contractor Resource Allocation Update 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to provide you with the latest update regarding 

the resource allocation for our contractors. 

Current Resource Allocation 

• Contractor Name: [Contractor Name] 

• Assigned Project: [Project Name] 

• Allocated Resources: [List of Resources] 

• Hours Assigned: [Number of Hours] 

Changes Made 

[Briefly describe any changes made to resource allocation, if applicable.] 

Next Steps 

[Outline any next steps or actions required.] 

If you have any questions or require further information, please feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


