
**Interdepartmental Communication Template** 

--- 

**To:** [Recipient's Name]  

**Department:** [Recipient's Department]  

**From:** [Your Name]  

**Department:** [Your Department]  

**Date:** [Date]  

**Subject:** [Subject of the Communication]  

--- 

**Message Body:** 

Dear [Recipient's Name], 

I hope this message finds you well.  

[Introduction: Briefly introduce the purpose of the communication.] 

[Main Content: Provide detailed information or request related to the 

subject. Include relevant data, context, and any necessary details to 

support your message.] 

[Closing: Summarize the key points and specify any action required or 

next steps.] 

Thank you for your attention to this matter. I look forward to your 

response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Your Department] 

---  

**CC:** [Other Relevant Departments or Individuals]  

**Attachments:** [List of any attached documents, if applicable]  

--- 


