
Task Coordination Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Agency: [Recipient's Agency] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing efforts to enhance collaboration and 

efficiency within our social service framework, I am reaching out to discuss the coordination of 

task delegation regarding resource allocation for our upcoming projects. 

The objectives are as follows: 

• Identify available resources within our agencies. 

• Allocate tasks effectively to optimize the usage of our resources. 

• Establish a timeline for the completion of these tasks. 

I propose we schedule a meeting to further discuss this collaboration. Please let me know your 

availability for the week of [Insert Date]. 

Thank you for your cooperation, and I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Agency] 

[Your Contact Information] 


