
Project Expectations for Team Members 

Dear Team, 

As we embark on our new project, I want to take a moment to outline my expectations for each 

of you as we work together towards our common goal. 

1. Communication 

Open and honest communication is crucial. Please ensure you are sharing updates on your 

progress and any challenges you face. 

2. Accountability 

Each team member is responsible for their tasks. Accepting responsibility will help us meet our 

deadlines and maintain quality. 

3. Collaboration 

Work collaboratively with your peers. Share ideas and support each other to enhance our team 

performance. 

4. Respect 

Respect each other's opinions and time. A positive team culture is vital for our success. 

5. Commitment 

Dedication to the project timeline and objectives is expected. Please ensure that your 

contributions reflect your best effort. 

I am looking forward to a successful project and believe that together, we will achieve great 

results. Should you have any questions or concerns, don't hesitate to reach out. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


