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Usage Instructions 

1. Task/Objective: Clearly specify the task or objective for which the resources are being 
allocated. 

2. Resource Type: Indicate the type of resource being allocated (e.g., personnel, 
equipment, budget). 

3. Description: Provide a brief description of the resource. 

4. Allocated Quantity: State the quantity of resources allocated to the task or objective. 

5. Allocated To: Identify the individual or department to whom the resource is allocated. 

6. Start Date and End Date: Enter the start and end dates for the resource allocation to 
ensure a timeline is in place. 

7. Used Quantity: Track the quantity of the resource used over time. 

8. Remaining Quantity: Calculate and monitor the remaining quantity of the resource. 

9. Comments: Include any relevant notes or observations about the resource allocation 
and tracking. 
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