
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an assessment of our current 

company policies. As we strive to improve our operations and ensure compliance with relevant 

regulations, it is essential to evaluate our existing policies for effectiveness and relevance. 

Specifically, I would like us to focus on the following areas: 

• [Policy Area 1] 

• [Policy Area 2] 

• [Policy Area 3] 

Conducting this assessment will help us identify any gaps and areas for improvement, ultimately 

aligning our policies with our company's goals and industry standards. 

I would appreciate it if we could schedule a meeting to discuss this request further. Please let me 

know a convenient time for you. 

Thank you for considering my request. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


