
Dear Team Members, 

I hope this message finds you well. As we embark on the journey of forming our new team, I 

would like to provide some guidance to ensure a seamless transition and collaboration among us. 

1. Objectives 

Our primary goals for this team include: 

• Enhancing collaboration across departments. 

• Fostering innovation through diverse perspectives. 

• Achieving our project milestones efficiently. 

2. Roles and Responsibilities 

Each team member will have specific roles to maximize our strengths. Please refer to the 

attached document for a detailed outline of your responsibilities. 

3. Communication 

Effective communication will be vital. We will utilize tools such as: 

• Email for formal communications. 

• Slack for quick discussions. 

• Weekly meetings to align on progress. 

4. Team Building Activities 

To build rapport and trust, we will have team-building activities scheduled over the next month. 

Your participation is encouraged. 

5. Feedback 

Open feedback is essential. Please feel free to share your thoughts and suggestions at any point 

during this process. 

I am excited about the opportunities ahead and look forward to working closely with each of 

you. 

Best regards, 

[Your Name] 

[Your Position] 


