
Guidelines for Appropriate Workplace 

Interactions 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Subject: Guidelines for Appropriate Workplace Interactions 

Dear [Recipient's Name], 

As we continue to foster a positive and productive work environment, I would like to share some 

guidelines for ensuring appropriate interactions among colleagues. 

Respectful Communication 

• Always communicate with courtesy and professionalism. 

• Listen actively and show consideration for others' viewpoints. 

Inclusivity and Diversity 

• Embrace diversity and promote inclusivity within the team. 

• Avoid language or actions that could be considered discriminatory or offensive. 

Conflict Resolution 

• Address conflicts directly and respectfully, seeking a positive resolution. 

• Utilize available resources such as HR if necessary. 

Thank you for your attention to these important guidelines. Together, we can maintain a 

respectful and collaborative work environment. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


