
Business Reorganization Announcement 

Date: [Insert Date] 

To: [Employee/Stakeholder Name] 

From: [Your Name] 

Position: [Your Position] 

Company: [Company Name] 

Dear [Employee/Stakeholder Name], 

We are writing to inform you about an upcoming reorganization within [Company Name]. The 

decision has been made to streamline our operations and increase our effectiveness in the market. 

This reorganization aims to improve our services and enhance our overall business performance. 

Details of the Reorganization: 

• Effective Date: [Insert Effective Date] 

• New Structure: [Brief description of the new organizational structure] 

• Affected Departments: [List of departments impacted] 

• Transition Plan: [Overview of the transition process] 

We understand that changes can raise questions, and we are committed to keeping you informed 

throughout this process. We will be holding a meeting on [Insert Date and Time] to discuss this 

transition in detail. Your input and feedback will be valuable to us as we move forward. 

Thank you for your continued dedication and support during this transition. If you have any 

immediate questions or concerns, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


