
Responsibilities Assigned During Staff 

Meeting 

Date: [Insert Date] 

To: [Team/Staff Name] 

Dear Team, 

Following our recent staff meeting, the following responsibilities have been assigned: 

• [Responsibility 1] - Assigned to: [Employee Name] 

• [Responsibility 2] - Assigned to: [Employee Name] 

• [Responsibility 3] - Assigned to: [Employee Name] 

• [Responsibility 4] - Assigned to: [Employee Name] 

Please ensure that you complete your duties by the assigned deadlines. If you have any questions 

or require assistance, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 


