
Workflow Assessment Document 

Date: [Insert Date] 

Prepared by: [Your Name] 

Department: [Your Department] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company/Organization] 

Subject: Workflow Assessment 

Dear [Recipient's Name], 

I am writing to present the findings of the workflow assessment conducted on [insert date]. This 

assessment aimed to evaluate our current processes and identify areas for improvement. 

Assessment Overview 

The assessment process involved the following steps: 

• Review of existing workflows 

• Interviews with team members 

• Data analysis and reporting 

Key Findings 

During the assessment, the following key findings were noted: 

1. [Finding 1] 

2. [Finding 2] 

3. [Finding 3] 

Recommendations 

Based on the findings, I recommend the following actions: 

• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 



Next Steps 

The next steps include: 

1. [Next Step 1] 

2. [Next Step 2] 

Thank you for your attention to this matter. I look forward to discussing these findings further. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


