Resource Reassignment Notification

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Resource Reassignment for Enhanced Project Efficiency

Dear [Recipient's Name],

As part of our ongoing efforts to enhance project efficiency and align our resources more
effectively, we have made a decision to reassign certain team members to different projects. This
decision has been reached after careful consideration of our current project demands and
resource capabilities.

Effective [Insert Effective Date], the following reassignment will take place:

e [Team Member Name] will be reassigned from [Current Project] to [New Project]
e [Team Member Name] will be assuming additional responsibilities in [New Role/Project]

We believe that these changes will not only enhance the effectiveness of our teams but also
contribute positively to the overall success of our projects. Please feel free to reach out to me if
you have any questions or need further clarification regarding these changes.

Thank you for your understanding and support during this transition.

Best regards,

[Your Name]

[Your Position]
[Your Contact Information]



