
Formal Notice for Role Responsibilities Review 

Date: [Insert Date] 

[Employee's Name]  

[Employee's Position]  

[Company Name]  

[Company Address]  

[City, State, Zip Code] 

Dear [Employee's Name], 

This letter serves as a formal notice to review your role and responsibilities within [Company 

Name]. In light of recent developments within the department and company objectives, we 

believe it is essential to assess your current job functions and discuss any necessary adjustments. 

Please be prepared for a meeting scheduled on [Insert Date and Time] in [Location/Conference 

Call Details]. During this meeting, we will go over your current responsibilities, gather your 

feedback, and explore any opportunities for enhancement or realignment. 

Your contribution to our team is highly valued, and this review aims to ensure we are aligned 

with both company goals and your professional aspirations. 

Thank you for your attention to this matter. Please confirm your attendance at your earliest 

convenience. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


