Essential Functions Guideline

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Essential Functions Guideline
Dear [Recipient Name],

We are writing to outline the essential functions required for [Position/Role] within our
organization. This guideline is vital for ensuring clarity in expectations and responsibilities.

Essential Functions

[Function 1: Description]
[Function 2: Description]
[Function 3: Description]
[Function 4: Description]
[Function 5: Description]

We encourage you to review these functions thoroughly and reach out with any questions or
clarifications needed. It is important that all team members understand their roles to achieve our
collective goals effectively.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



