Progress Update on Departmental
Collaboration

Date: [Insert Date]
To: [Recipient Name]
From: [Your Name]
Subject: Progress Update on Collaboration Efforts
Dear [Recipient Name],
| hope this message finds you well. I am writing to provide you with an update on the ongoing
collaboration between [Department A] and [Department B]. We have made significant strides in
our joint initiatives, and I would like to highlight some of the key developments:
e Project X: We have successfully completed Phase 1 and are on track to begin Phase 2 by
[Insert Date].
o Weekly Meetings: Our regular cross-departmental meetings have been very productive,
fostering open communication and idea sharing.
« Joint Training Sessions: We organized training sessions that have brought team
members from both departments together, enhancing skills and teamwork.

Looking ahead, we plan to focus on the following areas:

« Finalizing the project timelines for Project Y, aiming for completion by [Insert Date].
o Exploring additional collaboration opportunities that could benefit both departments.

Thank you for your continued support and collaboration. | look forward to discussing our
progress in more detail during our next meeting.

Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



