
Subject: Effective Workload Distribution 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I would like to address the current workload in our team and 

propose a more effective distribution of tasks to enhance productivity and ensure all team 

members can contribute optimally. 

Current Workload Overview 

After assessing our ongoing projects, I have identified the following tasks and their current 

assignments: 

• Task 1 - Assigned to [Name] 

• Task 2 - Assigned to [Name] 

• Task 3 - Assigned to [Name] 

Proposed Reassignment 

To improve our efficiency, I suggest the following adjustments: 

• Task 1 - Take on by [New Name] 

• Task 2 - Take on by [New Name] 

• Task 3 - Continue with [Current Name] 

Benefits of the New Distribution 

This approach will allow us to: 

• Enhance collaboration among team members. 

• Ensure workload balance and reduce bottlenecks. 

• Utilize individual strengths effectively. 

I appreciate your consideration of this proposal and look forward to discussing it further during 

our next team meeting. 

Thank you for your attention. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


