Team Technology Behavior Expectations

Date: [Insert Date]
To: [Team Name]
Dear Team,

As we continue to leverage technology in our daily operations, it is essential that we adhere to
certain behavior expectations to ensure a productive and respectful working environment. Please
review the following guidelines:

e Respectful Communication: Always communicate in a respectful tone, whether through
emails, instant messages, or video calls.

e Appropriate Use of Technology: Use company technology for work-related purposes
during working hours.

« Data Security: Protect sensitive information by following all data security protocols.

o Professionalism: Represent the company professionally on all platforms, including
social media.

o Time Management: Use technology efficiently to manage your time effectively and
meet deadlines.

Following these expectations will help us work more effectively as a team. Thank you for your
commitment to maintaining a positive and professional environment.

Best regards,
[Your Name]

[Your Position]



