
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my interest in the cross-training skills enhancement program available 

within our organization. As [Your Current Position] at [Company's Name], I have developed a 

strong foundation in [Your Area of Expertise] and am eager to expand my skills. 

I believe that cross-training will not only enhance my professional development but also 

contribute positively to the team and our overall goals. I am particularly interested in [Specify 

Areas of Interest or Departments], as I see great potential for synergy between departments. 

I am keen to contribute to projects that involve [Specify any relevant projects or skills] and learn 

from my colleagues who specialize in these areas. I am confident that my experience in 

[Highlight Relevant Skills or Experiences] will provide a valuable perspective. 

Thank you for considering my application for this opportunity. I look forward to discussing how 

my cross-training could benefit both my career and the organization. 

Sincerely, 

[Your Name] 


