
Request for Staff Member Profiles 

Dear [Recipient's Name], 

We hope this message finds you well. As part of our ongoing efforts to celebrate our team's 

achievements and enhance our organizational culture, we are reaching out to solicit updated 

profiles from our staff members. 

We kindly ask you to provide the following information for your profile: 

• Name: 

• Position: 

• Department: 

• Short Bio (3-4 sentences): 

• Key Achievements: 

• Fun Fact: 

Please submit your profile by [due date]. Your contributions are invaluable, and your profile will 

help us shine a spotlight on our talented team. 

Thank you for your cooperation and contribution! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


