
[Your Name]  

[Address] [City, State ZIP Code]  

[Email Address]  

[Date] 

[Receiver's Name]  

[Title]  

[Organization Name]  

[Address] [City, State ZIP Code] 

Dear [Receiver's Name], 

I hope this letter finds you in good health and spirits. I am writing to bring your 
attention to an issue that I have been noticing in our department, and to offer 
a solution that I believe could help us address it. 

The issue I would like to highlight is the lack of communication and 
collaboration between team members. This is causing delays in our project 
completion times, and is also leading to a lack of consistency in the quality of 
our work. 

My suggestion to address this issue is to implement weekly team meetings. 
During these meetings, we could discuss the progress of our projects, share 
our ideas, and collaborate on ways to overcome any obstacles we may be 
facing. I believe that this regular communication and collaboration will help us 
to work more efficiently as a team, and will also help us to produce higher 
quality work. 

I understand that implementing weekly team meetings may require some 
additional effort and resources, but I believe that the long-term benefits will be 
well worth it. If you are interested in this proposal, I would be happy to 
arrange a meeting with you to discuss the details further. 

Thank you for considering my suggestion. I look forward to hearing your 
thoughts on this matter. 

Sincerely, [Your Name] 

 


