Operational Workload Adjustment
Announcement

Date: [Insert Date]
Dear [Team/Department Name],

We hope this message finds you well. We want to inform you about an important adjustment to
our operational workload that will take effect from [Effective Date].

Due to [reason for adjustment, e.g., increased demand, resource availability, etc.], we have
decided to implement the following changes:

o [Change 1: Brief description of adjustment]
e [Change 2: Brief description of adjustment]
e [Change 3: Brief description of adjustment]

We Dbelieve these changes will help us to [benefit of the adjustments, e.g., enhance efficiency,
improve service, etc.].

Please feel free to reach out to your supervisor or [HR/appropriate department] with any
questions or concerns.

Thank you for your understanding and cooperation.
Best regards,
[Your Name]

[Your Job Title]
[Company Name]



