More Staff Needed
Introduction:

The purpose of this report is to explain why more staff is needed.

Findings: 

The statistics show that between 2001-03, although we doubled the number of units ordered, we increased staff by only 10%, which is not enough.  

In addition to that, it was announced in the newsletter that our sales department has secured a big order from an international customer.  This means we will have an additional workload.  Furthermore the annual holiday has increased to 5 weeks, which will make the staff shortage worse.

As shown in the attached email, some of the orders have been delivered 6 weeks late.  In order to avoid delays in the future, more staff needs to be hired.

Conclusion/Recommendations:

It is concluded that hiring new staff will improve the workload problem and decrease delays.     
