[Your Name]

[Your Job Title]
[Your Department]
[Your Company]
[Your Email]

[Your Phone Number]
[Date]

[Recipient's Name]
[Recipient's Job Title]
[Recipient's Department]
[Recipient's Company]

Dear [Recipient's Name],

I hope this message finds you well. My name is [Your Name], and | am the [Your Job Title] in
the [Your Department]. | wanted to take this opportunity to formally introduce myself and
express my enthusiasm for collaborating across our departments.

As we work towards [mention any relevant goals or projects], | believe that our combined
expertise can lead to [mention any potential outcomes or improvements]. I'm particularly
interested in your team's work on [specific project or initiative], and | feel that there are
numerous synergies between our functions that could be explored.

| would love to schedule a brief meeting to discuss how we can best work together and support
one another's initiatives. Please let me know your availability, and | will do my best to
accommodate.

Thank you for considering this proposal. I look forward to the opportunity to connect and
collaborate.

Best regards,

[Your Name]



