Capacity Utilization Update
Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Capacity Utilization Update

Dear [Recipient's Name],

I hope this message finds you well. I am writing to provide you with an update on our current
capacity utilization as of [Insert Date].

As of now, our overall capacity utilization stands at [Insert Percentage]%. This reflects [brief
explanation of factors affecting capacity].

Key highlights include:
e Production Line A: [Insert Utilization Rate]
« Production Line B: [Insert Utilization Rate]

« Factors contributing to increased/decreased utilization: [Brief details]

Moving forward, we are implementing strategies to improve our utilization rates, which include
[briefly outline planned improvements].

Thank you for your attention to this matter. Should you have any questions or require further
information, please feel free to reach out.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



