To: John Smith
From: Katosha Crenshaw
Subject: Break Policy 

Hello John Smith, 
I am writing you to give my opinion on the break policy. I feel that a 60-minute lunch and two 15- minute breaks would work so that everyone is not having their break while it affects productivity. 
The way that this new policy could  be effective is, you could assign each break according to the different departments and areas. Such as, Department 1 could take their first 15-minute break 2 hours after their start of shift, their lunch could be 4 hours after shift start and the second 15- minute break could be 2 hours before their shift ends. 
However you could figure out the remaining shift break times based around department 1 so that there is always people working to meet productivity. 
This is my opinion so please feel free to contact me via email or by phone.
													
Thanks,
Katosha Crenshaw
555-55-5555
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