Letter of Initiation for Process Improvement
Automation Initiative

Date: [Insert Date]
To: [Recipient's Name]
Title: [Recipient's Title]
Company: [Recipient's Company]
Address: [Recipient's Address]
Dear [Recipient's Name],
We are excited to announce a new initiative aimed at enhancing our operational efficiency
through process improvement automation. This initiative will not only streamline our workflows
but also reduce manual errors, ultimately leading to increased productivity and better service
delivery.
The objectives of this initiative include:

o Identifying key processes for automation

o Implementing automated solutions to improve accuracy and efficiency

« Training staff on new tools and technologies

o Monitoring and evaluating the impact of these changes
We believe that with your support and collaboration, we can achieve remarkable improvements
across our operations. A kickoff meeting is scheduled for [insert date and time] to discuss our

approach and gather your valuable insights.

Thank you for your attention and commitment to this initiative. We look forward to working
together to enhance our processes.

Sincerely,

[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



