Team Task Distribution Guide

Date: [Insert Date]
To: [Team Name]
From: [Your Name]

Subject: Task Distribution for [Project Name]

Introduction

This document outlines the distribution of tasks among team members for the successful
completion of the [Project Name]. Each member is assigned specific responsibilities to ensure
clarity and promote efficiency.

Task Assignments
e [Team Member 1]: [Task Description]
o [Team Member 2]: [Task Description]
e [Team Member 3]: [Task Description]
e [Team Member 4]: [Task Description]

Deadlines

Please adhere to the following deadlines:
e [Task 1]: [Deadline]

e [Task 2]: [Deadline]
e [Task 3]: [Deadline]

Communication

For any questions or clarifications regarding your tasks, please feel free to reach out via [contact
method].

Conclusion

Let's work collaboratively to ensure the success of [Project Name]. Thank you for your hard
work!



Best regards,
[Your Name]
[Your Position]



