
Interdepartmental Project Team 

Introduction 

Date: [Insert Date] 

To: [Recipient Name]  

[Recipient Title]  

[Recipient Department]  

[Recipient Company] 

Dear [Recipient Name], 

I am writing to introduce you to the members of the newly formed interdepartmental project 

team, aimed at [insert project goal or objective]. This initiative is an exciting opportunity for 

collaboration among various departments to leverage our collective expertise. 

Project Team Members: 

• [Member Name] - [Member Title] - [Department] 

• [Member Name] - [Member Title] - [Department] 

• [Member Name] - [Member Title] - [Department] 

We are looking forward to your support and collaboration as we embark on this project. Our first 

team meeting will be held on [insert date], where we will discuss our objectives and set a 

roadmap for success. 

Please feel free to reach out to me for any questions or additional information. 

Thank you for your attention, and we look forward to working together. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Department]  

[Your Company]  

[Your Contact Information] 


