
Important Announcement Regarding 

Workforce Restructuring 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you of some important changes 

within our organization that will affect our workforce. 

As part of our ongoing efforts to enhance efficiency and adapt to the evolving market demands, 

we will be implementing a workforce restructuring initiative. This decision has not been made 

lightly, and we understand the impact it may have on our valued employees. 

Effective [Date], the following changes will take place: 

• [Detail of position eliminations or changes] 

• [Detail of new roles or opportunities, if applicable] 

• [Information about support, such as severance packages or job placement assistance] 

We are committed to supporting all affected employees throughout this transition. We will hold a 

meeting on [Date and Time] at [Location/Platform] to discuss this restructuring in more detail 

and answer any questions you may have. 

Thank you for your understanding and continued dedication to [Company Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 


