
Interdepartmental Announcement 

Date: [Insert Date] 

To: [Insert Department Name] 

From: [Insert Your Name/Department] 

Subject: [Insert Subject Title] 

 

Dear Team, 

We are pleased to announce that [insert announcement details]. This initiative aims to [explain 

purpose and benefits]. We believe this will greatly contribute to [mention how it impacts the 

departments or stakeholders]. 

Please mark your calendars for [insert important dates or events related to the announcement]. 

For any questions or further details, feel free to reach out to me at [insert contact information]. 

Thank you for your attention and cooperation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Department] 


