
Staffing Needs Assessment for Upcoming 

Initiatives 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Staffing Needs Assessment 

Dear [Recipient's Name], 

As we prepare for the upcoming initiatives outlined in our strategic plan, it's crucial to assess our 

current staffing capabilities and identify the needs necessary to ensure successful project 

execution. This letter serves to outline the preliminary staffing needs assessment based on the 

initiatives we aim to launch in the upcoming quarter. 

1. Initiative Overview 

[Brief description of each initiative] 

2. Current Staffing Analysis 

[Summary of current staffing levels and skills] 

3. Identified Staffing Gaps 

[List of identified gaps in staffing based on the initiatives] 

4. Recommendations 

[Suggestions for addressing staffing needs, including potential hires, reallocations, etc.] 

I recommend scheduling a meeting to discuss this assessment further and strategize on how to 

address our staffing requirements effectively. Please let me know your availability. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


