Inter-Office Operational Coordination

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Coordination of Operations Between Departments

Dear [Recipient's Name],

| hope this message finds you well. As we continue to streamline our operational processes, |

would like to propose a coordination meeting between our departments to enhance collaboration
and efficiency.

Proposed Agenda:
e Review of current operational processes
« Identifying areas for collaboration
o Setting joint objectives for upcoming projects
o Discussing resource allocation

Please let me know your availability next week so that we can schedule a suitable time for all
parties involved. Your insights will be invaluable to this discussion.

Looking forward to your response.
Best Regards,

[Your Name]

[Your Title]

[Your Department]

[Your Contact Information]



