Departmental Feedback for Improvement

Date: [Insert Date]

To: [Department Head's Name]

From: [Your Name]

Subject: Feedback on Departmental Procedures
Dear [Department Head's Name],

| hope this message finds you well. | am writing to provide feedback on some of our
departmental procedures that | believe could benefit from improvement.

Current Issues

e Procedure A is often unclear, leading to delays in task completion.

« Coordination among team members regarding Procedure B is insufficient, impacting
overall efficiency.

o Feedback loops on Procedure C are lacking, which prevents us from identifying areas
needing adjustment.

Suggestions for Improvement

« Consider revising the documentation for Procedure A to enhance clarity.
o Implement regular team meetings to improve communication surrounding Procedure B.
o Create a structured feedback process for Procedure C to allow for ongoing refinement.

Thank you for considering these suggestions. 1 am confident that with some adjustments, we can
enhance our departmental efficiency significantly.

Best regards,
[Your Name]
[Your Position]

[Your Contact Information]



