Greetings, 

Each of you has been invited to next week’s process improvement project to look at ways to improve the [process or function name] process.  Thank you for your willingness to participate in this team-based problem solving event.  

This event follows a methodology referred to in many industries as “Kaizen” which is roughly translated as “change for the better.”  The power of this approach is the focus of a sequestered team that will accomplish in four days what might otherwise take several months.  We will look at the [process or function name] process end-to-end and identify areas to improve flow, eliminate “overprocessing”, and improve delivery of value to end users of the process.  The goal will be to leave our time together with a set of solutions that will actually be implemented in the very near future.

Event Location: 

Time: 

Day 1: 
Day 2: 
Day 3: 
Day 4:

Day 5:
What to bring: Nothing.  Just bring an open mind and willingness to challenge assumptions.

If you are not able to attend, or if you have any question or concerns about the event, please reach out to me.  I’m looking forward to working with you on this project.

Best Regards,

[Sponsor Name and Contact]
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