
Letter Template for Standards of Respectful 

Communication 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Standards for Respectful Communication 

Dear [Recipient's Name], 

As part of our commitment to fostering a respectful and collaborative environment, we have 

established the following standards for communication within our community: 

• Be Kind: Use polite language and show appreciation for others' contributions. 

• Listen Actively: Give full attention to the speaker and avoid interrupting. 

• Provide Constructive Feedback: Focus on the issue rather than the individual. 

• Stay Open-Minded: Respect different viewpoints and encourage healthy discussions. 

• Be Clear and Concise: Communicate your thoughts clearly to avoid misunderstandings. 

We believe that adhering to these standards will enhance our interactions and create a more 

positive atmosphere. Your cooperation in this matter is greatly appreciated. 

Thank you for contributing to a respectful and supportive environment. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


