
How-to Guide:
Using Resource Allocation Checklist

This guide accompanies the Resource Management Checklist for BPO Companies, a 
comprehensive tool designed to streamline resource allocation, utilization, and 
performance for Business Process Outsourcing (BPO) organizations. By following 
these steps, you can ensure successful project delivery and exceed client 
expectations.



Key Considerations
 Tailored Planning: While the checklist provides a framework, the level of detail in 

your resource planning should adapt to the specific needs and complexity of each 
project

 Stakeholder Engagement: Throughout the process, involve relevant stakeholders 
such as project managers, team leads, and subject matter experts. Their insights 
are crucial for effective resource management

 Continuous Improvement: This guide serves as a starting point. Regularly review 
and update your approach to resource management, adapting it to best 
practices and lessons learned.

Rework.com is a comprehensive work management platform designed for 
high-output organizations, enabling them to effortlessly manage tasks, 
decisions, work rules, documents, and processes in a single, centralized 
place.

Resource Management Checklist for BPO Companies, a comprehensive tool 
designed to integrate seamlessly with Rework. 

By leveraging Rework alongside the Resource Management Checklist for 
BPO Companies, you can create a customized and highly efficient resource 
allocation process that fuels your competitive advantage. 



Schedule a meeting to discover how Rework can transform your BPO 
operations and empower you to achieve greater success.

Book a Demo



Project Management

Resource Allocation 
Checklist

Resource Management 
Checklist

Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Develop a Resource Plan: Establish and 
document a plan for allocating and 
managing resources

Primary - Medium Complexity - Medium

Define project goals and resource requirements (personnel, technology, infrastructure).

Estimate resource quantity and duration for each project phase.

Identify potential resource vendors or internal talent pools.

Establish a clear resource allocation strategy based on skills, availability, and project priorities.

Document the plan with allocation methods, utilization tracking, and contingency plans.

Regularly review and revise the plan to accommodate project changes.

Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Identify Resources: Determine the type 
and quantity of resources needed to 
meet project objectives

Primary - High Complexity - Medium

Analyze project deliverables to understand specific resource needs (human resources, software, equipment).

Consult with project managers, team leads, and subject matter experts to refine resource requirements.

Document identified resources and quantities in a central resource management plan.

Regularly review and update the plan as project needs evolve.
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Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Estimate Resource Requirements: 
Estimate the amount of time, materials, 
and people needed.

Primary - Medium Complexity - Medium

Gather information about the project scope and objectives.

Identify the specific tasks and activities that need to be completed for the project.

Determine the estimated duration for each task or activity.

Identify the materials and equipment needed for each task or activity.

Estimate the number of people required to complete each task or activity.

Consider any dependencies or constraints that may impact resource requirements.

Document the estimated resource requirements in a clear and organized manner.

Review and validate the resource requirements with relevant stakeholders.

Make any necessary adjustments or revisions to the resource requirements based on feedback or changes to the 
project.

Communicate the final resource requirements to the project team and stakeholders.

Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Assign Resources: Assign resources to 
project tasks and activities.

Primary - Medium Complexity - Medium

Match project tasks with required resources (skills, experience).

Prioritize resource allocation based on criticality and expertise needed.

Ensure clear communication of assigned tasks and responsibilities to each resource.

Track resource utilization and make adjustments as project demands shift.

Document resource assignments for future reference and performance evaluation.
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Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Track Resource Utilization: Monitor and 
record how resources are used.

Primary - Medium Complexity - Medium

Identify key resources to be tracked (personnel, equipment, software licenses).

Define relevant metrics for measuring utilization (hours worked, agent call volume, software usage).

Establish a system for collecting and recording data (timesheets, equipment logs, software usage reports).

Assign responsibility for monitoring and recording utilization data.

Analyze data to identify trends, optimize resource usage, and address potential issues.

Communicate resource utilization insights to project managers and stakeholders.

Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Monitor Performance: Evaluate 
performance and make adjustments as 
needed.

Primary - Medium Complexity - Medium

Gather performance data for allocated resources (quality metrics, adherence to SLAs).

Analyze key performance indicators (KPIs) to assess current performance.

Identify areas for improvement or underperformance.

Determine root causes of performance issues.

Develop a plan to address identified issues and make necessary adjustments.

Implement adjustments and monitor their effectiveness.

Document performance evaluations and adjustments made.

Communicate findings and recommendations to relevant stakeholders.
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Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Reallocate Resources: Reallocate 
resources as needed to meet changing 
project needs.

Primary - Medium Complexity - Medium

Regularly review current resource allocation for project needs.

Identify resource gaps or excesses due to changing project demands.

Develop a reallocation plan considering impact on other projects and stakeholders.

Communicate the reallocation plan to team members and stakeholders.

Implement the plan, adjusting schedules, budgets, or staffing as needed.

Monitor the effectiveness of reallocation and make further adjustments if necessary.

Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Manage Changes: Make changes to 
resource allocations, if necessary, to 
ensure project success.

Primary - Medium Complexity - Medium

Continuously assess if current resource allocations meet project goals.

Identify gaps or areas where adjustments are needed regarding resource skills or expertise.

Evaluate the impact of potential changes on project timelines, budgets, and overall success.

Discuss proposed changes with relevant stakeholders (project managers, team leads).

Obtain approvals for resource allocation changes.

Implement approved changes (reallocation, adding/removing resources).

Communicate changes to the project team and ensure everyone is aware of updated allocations.

Monitor the impact of changes on project progress and make further adjustments if necessary.
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Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Report Progress: Provide regular 
reports on resource utilization and 
performance.

Primary - Medium Complexity - Medium

Identify relevant resources to be included in progress reports.

Determine key metrics and performance indicators to be tracked and reported.

Collect data on resource utilization and performance.

Analyze data to identify trends, issues, or areas for improvement.

Prepare clear and concise reports summarizing the findings.

Review and validate reports for accuracy and completeness.

Distribute reports to stakeholders according to a defined reporting schedule.

Completed Unavailable Attention 

needed

Not applicable 

(N/A)

Identify Risks: Identify and manage 
risks associated with resource 
management

Primary - Medium Complexity - Medium

Review current resource management practices and identify potential risks (resource availability, skill gaps, budget 
constraints, client dependencies).

Assess the likelihood and impact of each identified risk.

Prioritize risks based on potential impact and likelihood.

Develop mitigation strategies for each identified risk.

Implement the identified mitigation strategies.

Monitor and evaluate the effectiveness of the implemented mitigation strategies
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