
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

Subject: Letter of Intent to Engage in Cross-Functional 

Teamwork 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to express my intention to engage in cross-

functional teamwork with your department to enhance our collaborative efforts and achieve 

shared goals. I believe that by combining our diverse skills and perspectives, we can unlock 

innovative solutions and drive greater success for [Project/Company Name]. 

As we embark on this collaboration, I envision leveraging our individual strengths to tackle 

challenges effectively and streamline our processes. I am particularly interested in discussing 

[specific project or goal] and how we can work together to optimize our approach. 

I would appreciate the opportunity to meet and discuss this further. Please let me know your 

availability for a brief meeting at your convenience. 

Thank you for considering this collaboration. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


