
To: [Name of Management/Executive Team] 

From: [Your Name/Department] 

Date: [Insert Date] 

Subject: Formal Notice Regarding Inefficiencies in Review and Approval Workflows 

Dear [Name], 

I am writing to formally bring to your attention significant bottlenecks currently existing within 

our internal review and approval processes. Analysis of our recent projects indicates that the 

current workflow is hindering operational productivity and delaying project delivery timelines. 

The primary areas of concern include: 

• Redundant approval layers that do not add qualitative value. 

• Lack of a centralized tracking system for pending approvals. 

• Extended turnaround times resulting in missed deadlines and increased costs. 

• Inconsistent communication regarding required revisions. 

These inefficiencies are currently impacting [mention specific department or project]. To 

mitigate these risks, I recommend a formal review of our standard operating procedures to 

streamline decision-making and automate notification sequences where possible. 

I have prepared a detailed summary of proposed workflow optimizations and would appreciate 

the opportunity to discuss these improvements with you in a brief meeting. 

Sincerely, 

[Your Signature] 

[Your Job Title] 


