
Interdepartmental Communication for Project Coordination 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Coordination for [Project Name] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to coordinate our efforts regarding the [Project 

Name] that involves both [Your Department] and [Recipient's Department]. 

As we progress, it is essential that we align our resources and timelines to ensure successful 

execution. Below are the key points I propose we discuss in our next meeting: 

• Project objectives and deliverables 

• Roles and responsibilities of each department 

• Timeline and milestones 

• Communication protocols 

• Any potential challenges and solutions 

Please let me know your availability for a meeting next week so we can collaboratively address 

these topics. Your insights and expertise will be invaluable to the success of this project. 

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

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Contact Information] 


