
Stakeholder Information Sharing Guidelines 

Date: [Insert Date] 

To: [Stakeholder's Name] 

From: [Your Name] 

Subject: Guidelines for Information Sharing 

Dear [Stakeholder's Name], 

We appreciate your collaboration and support in our ongoing projects. As we aim to enhance 

communication and transparency, we would like to share our guidelines regarding information 

sharing among stakeholders. 

Guidelines 

1. Confidentiality: Ensure all sensitive information is handled with the utmost care. 

2. Clarity: Share information in a clear and understandable manner. 

3. Relevance: Provide information that is relevant to the stakeholder's role. 

4. Timeliness: Share information in a timely fashion to avoid delays in decision-making. 

5. Feedback: Encourage stakeholders to provide feedback on shared information. 

We believe that adhering to these guidelines will foster effective collaboration and trust between 

all parties involved. If you have any questions or require further clarification, please do not 

hesitate to reach out. 

Thank you for your attention to these guidelines. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


