
Letter Template: Introduction to Workplace 

Restructuring Strategy 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Introduction to Our Workplace Restructuring Strategy 

Dear [Employee Name], 

As part of our ongoing efforts to enhance our operational efficiency and adapt to the changing 

market landscape, we are introducing a workplace restructuring strategy. This initiative aims to 

optimize our resources, improve collaboration, and enhance our overall performance. 

The restructuring process will involve a thorough analysis of our current organizational structure, 

roles, and responsibilities. We believe that this change will position us better to achieve our 

strategic goals and respond more effectively to our clients' needs. 

We are committed to ensuring that this transition is as smooth as possible for all employees. 

Over the coming weeks, we will be providing more information, including details on timeline 

and support structures that will be in place during this process. 

Your feedback and engagement are crucial as we embark on this journey, and we encourage you 

to reach out with any questions or concerns you may have. 

Thank you for your continued dedication to [Company Name]. Together, we will navigate this 

change successfully. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


