Resource Reallocation Notification

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Resource Reallocation for [Project Name]
Dear [Recipient's Name],

We are writing to inform you of a necessary reallocation of resources for the [Project Name] in
order to meet the revised timelines and project objectives.

After a thorough review of our current resource allocation, it has become evident that we need to
reassign the following resources:

e Labor: [Details]
e Materials: [Details]
o Equipment: [Details]
The new allocation will take effect on [Effective Date] and will ensure the project stays on track.
We acknowledge that these changes may affect current activities, and we are committed to
minimizing any disruption.
Please feel free to reach out if you have any questions or require further clarification.
Thank you for your understanding and cooperation.
Sincerely,
[Your Name]

[Your Title]
[Your Contact Information]



