Proposal for Regular Review Updates

Date: [Insert Date]

To: [Recipient's Name]
From: [Your Name]
[Your Position]

[Your Company]

[Your Email]

Subject: Proposal for Establishing Regular Review Updates

Dear [Recipient's Name],

I hope this message finds you well. As our team continues to strive for excellence and maintain
alignment with our goals, | am proposing the implementation of regular review updates to
enhance our communication and tracking of progress.

This proposal includes:
Frequency of updates (e.g., weekly, bi-weekly)
Format for review (e.g., meetings, written reports)

Key metrics to be discussed
Action items and accountability

Regular review updates will allow us to identify gaps early, celebrate our achievements, and
ensure that everyone is on the same page. It will also foster a culture of collaboration and
continuous improvement.

| would appreciate your thoughts on this proposal and look forward to discussing it further.
Thank you for considering this initiative.

Best regards,
[Your Name]

[Your Position]



