
Proposed Staff Workload Redistribution 

Strategy 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Proposal for Workload Redistribution 

Dear [Recipient's Name], 

I am writing to propose a strategy for the redistribution of staff workloads within our team. As 

we continue to adapt to changing demands and the growth of our projects, it is essential to ensure 

that our resources are allocated efficiently. 

Current Workload Overview 

Currently, the workload distribution among our team members is as follows: 

• [Team Member 1]: [Tasks/Responsibilities] 

• [Team Member 2]: [Tasks/Responsibilities] 

• [Team Member 3]: [Tasks/Responsibilities] 

Proposed Redistribution Strategy 

To achieve a more balanced distribution, I propose the following adjustments: 

• [Team Member 1] will take on [New Responsibilities] from [Team Member 2]. 

• [Team Member 3] will assist with [Tasks] to support [Team Member 1]. 

Expected Outcomes 

This redistribution aims to: 

• Enhance team collaboration and communication. 

• Reduce individual workload stress. 

• Improve overall productivity and project outcomes. 

Conclusion 



I believe that this strategy will foster a more effective working environment and benefit our team 

greatly. I look forward to discussing this proposal in further detail. 

Thank you for considering this proposal. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


