
Organizational Restructuring Guidance 

Date: [Insert Date] 

To: [HR Representative's Name] 

From: [Your Name / Title] 

Subject: Guidance on Organizational Restructuring 

Dear [HR Representative's Name], 

As part of our ongoing efforts to enhance operational efficiency and align with our strategic 

goals, we are implementing an organizational restructuring. This letter serves as a guide for you 

and your team during this transition process. 

Key Objectives 

• Improve collaboration and communication across departments. 

• Streamline decision-making processes. 

• Enhance employee engagement and productivity. 

Roles and Responsibilities 

HR representatives will play a critical role in this restructuring. Your responsibilities will 

include: 

• Facilitating communication regarding changes to affected employees. 

• Providing support for affected employees through this transition. 

• Ensuring compliance with legal and contractual obligations. 

Timeline 

The restructuring process will commence on [Insert Start Date] and is expected to be completed 

by [Insert Completion Date]. Please ensure that your teams are prepared to assist during this 

timeframe. 

Support and Resources 

Please refer to the attached resources for more information and support options available for 

employees throughout this process. Additionally, feel free to reach out to my office if you have 

any questions or require further assistance. 



Thank you for your continued support and dedication during this time of transition. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


