
Letter of Request for Business Workflow Optimization 

Date: [Insert Date] 

To, 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a review and optimization of 

our current business workflows within [specific department or process]. As we continue to strive 

for excellence and efficiency, I believe that there are opportunities for improvement that could 

significantly enhance our productivity and service delivery. 

In recent assessments, we have identified several bottlenecks and redundancies that could be 

streamlined. I would appreciate your expertise in helping us analyze these processes and 

implement optimized solutions that align with our business goals. Specifically, we are looking 

to: 

• [Specify area of focus 1] 

• [Specify area of focus 2] 

• [Specify area of focus 3] 

I am confident that with your valuable insights and our collaborative efforts, we can improve our 

workflows significantly. Please let me know a convenient time for us to meet and discuss this 

further. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


