
Resource Distribution Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Company: [Recipient Company] 

Dear [Recipient Name], 

In accordance with the ongoing construction project titled [Project Name], we are notifying you 

of the scheduled distribution of resources that are essential for the forthcoming phases of the 

project. 

Resource Distribution Details 

• Resource Type: [Resource Type] 

• Quantity: [Quantity] 

• Distribution Date: [Distribution Date] 

• Location: [Distribution Location] 

Please ensure that your team is prepared to receive these resources on the specified date and 

location. It is crucial that all parties are coordinated to avoid any delays in the project timeline. 

Should you have any questions or require further information, please feel free to contact me 

directly at [Your Contact Information]. 

Thank you for your cooperation, and we look forward to your continued support in this project. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


