MEMORANDUM FOR RECORD
Date: __________
To: __________________________
From: ________________________
Subject: Workload, Resource, and Operational Concerns
The purpose of this memorandum is to formally document ongoing workload, staffing, and operational concerns that may impact my ability to complete all assigned duties within expected timeframes.
As of the date of this memorandum, I have been assigned responsibilities that include, but are not limited to, compliance activities, warrant service, field contacts, investigations, behavioral change interventions, documentation requirements, case planning, administrative reporting, and other assigned duties. Due to current staffing levels, workload demands, and competing priorities, I have concerns regarding my ability to effectively complete all assigned tasks while maintaining the quality and timeliness expected by the Department.
I have made good-faith efforts to prioritize work assignments and fulfill all responsibilities. However, there are occasions when operational demands exceed available time and resources. In those instances, I may be required to prioritize certain assignments over others based on supervisor direction, agency priorities, public safety considerations, or emergent circumstances.
I want to ensure that management is aware of the following concerns:
• Current workload exceeds the time reasonably available to complete all assigned duties.
• Staffing levels and resource limitations impact my ability to address all responsibilities simultaneously.
• Administrative requirements, documentation expectations, and behavioral change programming responsibilities frequently compete with compliance and public safety functions for available work time.
• Competing priorities may result in delays or the inability to complete certain tasks within prescribed timelines.
• Additional assignments continue to be added without a corresponding reduction in existing workload expectations.
This memorandum is not intended as a refusal to perform assigned work. Rather, it is intended to document the operational realities affecting my workload and to notify management of circumstances that may impact performance expectations. I remain committed to performing my duties professionally and to the best of my ability.
If management believes additional priorities should take precedence, or if workload expectations should be adjusted, I respectfully request clarification and guidance regarding those priorities.
I submit this memorandum to ensure that management is aware of these concerns and to create an accurate record of the conditions under which I am performing my duties.
Respectfully,

Employee
Date: _________________

