
Request for Operational Efficiency Review 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

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

operational efficiency within [Department/Team Name]. As we strive to enhance our 

productivity and streamline our processes, it is crucial to evaluate our current practices. 

The review will focus on identifying potential areas for improvement, assessing resource 

allocation, and ensuring that we are aligning with our business objectives. I believe that your 

insights will greatly contribute to this assessment. 

Please let me know your availability for a meeting to discuss this further. I appreciate your 

attention to this matter and look forward to your valuable feedback. 

Thank you for your cooperation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


