
Subject: Alignment Discussion Meeting 

Dear [Department Head's Name], 

I hope this message finds you well. As we continue to strive towards our organizational goals, it 

is essential that we ensure alignment between departments. I would like to schedule a meeting 

for us to discuss our strategies and initiatives. 

Please find the proposed details below: 

• Date: [Proposed Date] 

• Time: [Proposed Time] 

• Location: [Meeting Room/Platform] 

During this discussion, we aim to: 

1. Review current departmental goals and objectives. 

2. Identify areas where collaboration can enhance our efforts. 

3. Establish a clearer line of communication moving forward. 

Your insights and contributions are invaluable, and I look forward to your participation in this 

discussion. Please confirm your availability for the proposed time, or suggest an alternative that 

may work better for you. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


