Reorganization – To Keep Pace and Reassure employees. [Insert company letterhead]

Dear faithful employees;
  

All of us here at _________________ [company name] realize that we are presently operating in a vastly different competitive environment than the one we operated in just a few years ago. _________________. [Insert explanation of how the situation changed]
  

When we are functioning in such a vastly different business climate, it would be foolish for us to persist in doing "business as usual." The world we work in now is not "as usual" and we don't expect it to go back to the way it used to be. We expect persistent change, and therefore, we must expect ourselves to keep evolving along with our environment. 

  

In order to make our company as competitive as possible in today's business environment and to prepare us to be strong competitors tomorrow, we have decided to revamp some elements of our organizational structure. 

  

"Reorganization" is a term which often strikes fear into people's hearts because they think that reorganization is synonymous for the elimination of employment positions. Employees worry that their own positions might be in jeopardy. The fact is that some of the current positions in the company may be eliminated; but simultaneously, other jobs may be created. Some of the current departments may be reduced, but others will be increased. And, yes, some people may lose their jobs. But actually eliminating staff will be avoided as far as possible.  In other words, as some opportunities are eliminated, others will created. 

  

I wish I could provide more details to you about the exact plans for the company’s immediate future. But as we are still right in the middle of this process of change, we simply don't have all the results and implications yet. What I can promise you is that I will personally keep you posted of any new developments as they occur. 

  

Feel free to see your line manager about any concerns in the meantime and we will try to assure you to the best of our current knowledge.

Sincerely, 

  

  

  

_________________ [Title and name]
_________________ [Signature]
