
Shared Service Operational Efficiency 

Assessment 

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 pleased to present the results of our operational efficiency assessment conducted on the 

Shared Services department. This assessment was aimed at identifying opportunities for 

enhancing productivity and streamlining processes. 

Assessment Overview 

The assessment was conducted over the following key areas: 

• Process Efficiency 

• Resource Utilization 

• Technology Integration 

• Performance Metrics 

Key Findings 

Our findings are as follows: 

1. [Finding 1] 

2. [Finding 2] 

3. [Finding 3] 

Recommendations 

We recommend considering the following actions to improve operational efficiency: 

• [Recommendation 1] 

• [Recommendation 2] 

• [Recommendation 3] 



We appreciate your collaboration throughout this assessment process, and we look forward to 

discussing these findings and our recommendations with you in detail. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


