
Operational Effectiveness Review 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are conducting an operational effectiveness review to assess and enhance our current 

processes and practices. The goal of this review is to identify areas of improvement and develop 

strategies to increase efficiency and productivity within our organization. 

Key areas that will be evaluated during this review include: 

• Operational workflows 

• Resource allocation 

• Performance metrics 

• Team communication and collaboration 

We would appreciate your input and insights regarding these areas. Your expertise and 

perspective are invaluable as we strive to optimize our operations. 

Please let us know your availability for a meeting to discuss this further. We look forward to 

your cooperation in making this review a success. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


