
Workload Assessment and Recommendations 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Your Name] 

Subject: Workload Assessment and Recommendations 

Dear [Employee's Name], 

After conducting a thorough assessment of your current workload, we have identified several key 

areas that warrant attention. Our aim is to support you in optimizing your productivity and 

ensuring a sustainable work-life balance. 

Assessment Summary 

• Total Tasks Assigned: [Number] 

• Average Time Spent on Tasks: [Time] 

• Challenges Faced: [Brief Description] 

Recommendations 

1. Prioritize tasks based on deadlines and importance. 

2. Consider delegating [specific tasks] to other team members. 

3. Implement a time management tool to track progress and efficiency. 

4. Schedule regular check-ins to discuss workload and expectations. 

We value your contributions and are committed to fostering an environment that promotes well-

being and high performance. Please do not hesitate to reach out if you would like to discuss this 

assessment further or if you need additional support. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


