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Dear Mr. /Mrs. CEO or Manager – 

Being the best by staying competitive and compliant and providing the best service to customers at the lowest cost is the goal of business and the NAME organization. Avoiding risk of costly litigation, keeping current information, and reducing storage costs are all easy ways to better COMPANY NAME as a whole and help us to achieve our mission. 

Records and information management is often an overlooked area of business that is in fact one of the most crucial functions. Properly keeping track of and disposing of all records can save our organization money, time, and even embarrassment in the news or court cases. 
Better business demands that information is managed well and that all employees have the proper training. Organization and records management begins with each individual employee at the desktop level. 

With all of these things in mind, I would like to request your support to begin a program within the organization that helps employees see just how important these principals are to the success of our business. The program will cover records such as contracts, emails, voicemails, paperwork, and more, while teaching everyone how to deal with them based on rules, regulations, and best practices for records and information. 
I would like the opportunity to set a meeting with (appropriate person) to further discuss how this program and records management can help COMPANY NAME succeed. 

Thank you for your support. 

Sincerely, 

RIM Professional  

