
Assigned Shipping Operations 

Date: [Insert Date] 

To: [Team Name] 

From: [Your Name] 

Subject: Shipping Operations Assignment 

Dear Team, 

As part of our ongoing efforts to streamline our shipping operations, please find below the 

assigned responsibilities for each team member: 

• [Team Member 1 Name]: Responsible for processing outbound shipments. 

• [Team Member 2 Name]: Handling customer inquiries and tracking shipments. 

• [Team Member 3 Name]: Overseeing inventory management related to shipping. 

• [Team Member 4 Name]: Ensuring compliance with shipping regulations. 

Please ensure that you are familiar with your responsibilities and provide updates during our 

weekly team meetings. Should you have any questions or require assistance, feel free to reach 

out. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


