
Workgroup Staffing Evolution 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Staffing Evolution Update 

Dear [Recipient Name], 

I am writing to provide you with an update on the ongoing evolution of our workgroup staffing. 

As you are aware, we have been assessing our current team structure and identifying areas for 

improvement to enhance our overall effectiveness. 

After careful analysis, we have made several key decisions regarding staffing adjustments: 

• [Detail 1: Additions, changes, or moves in the team] 

• [Detail 2: New roles being created or filled] 

• [Detail 3: Strategies for support and training] 

Our objective is to ensure that we have the right mix of skills and experience to meet our 

increasing demands. We believe these changes will help us achieve our goals and foster a more 

collaborative environment. 

Please feel free to reach out if you have any questions or would like to discuss this further. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


