Employee Schedule Realignment Directive

Date: [Insert Date]

To: [Employee Name]

Subject: Schedule Realignment

Dear [Employee Name],

As part of our ongoing efforts to enhance operational efficiency and meet business needs, we are
implementing a realignment of employee schedules. Effective [Insert Effective Date], your

schedule will be adjusted as follows:

e Current Schedule: [Current Schedule Details]
e New Schedule: [New Schedule Details]

Please ensure that you familiarize yourself with the new schedule and adjust any personal
commitments accordingly. If you have any questions or concerns, do not hesitate to reach out to
your supervisor.

Thank you for your understanding and cooperation.
Sincerely,

[Your Name]

[Your Position]

[Company Name]
[Contact Information]



