Stakeholder Collaboration Guidelines

Date: [Insert Date]

From: [Your Name/Organization]

To: [Stakeholder Name/Organization]

Dear [Stakeholder Name],

We are pleased to present the collaboration guidelines that will facilitate our partnership moving

forward. These guidelines are designed to ensure effective communication, mutual respect, and
successful project outcomes.

Collaboration Principles

e Transparency: Maintain open lines of communication to share all relevant information.
o Respect: Value each stakeholder's insights and contributions.
e Inclusivity: Ensure all voices are heard and considered in decision-making.

Roles and Responsibilities

Each stakeholder will have defined roles as follows:
o [Stakeholder A]: Responsible for [specific responsibilities].

« [Stakeholder B]: Responsible for [specific responsibilities].
e [Your Organization]: Responsible for [specific responsibilities].

Meeting Guidelines
To foster effective collaboration, regular meetings will be scheduled as follows:
o Frequency: [e.g., Monthly, Bi-weekly]

e Format: [In-person/Virtual]
e Agenda: Distributed [time] in advance.

Feedback and Improvement

We encourage ongoing feedback to improve our collaboration. Please do not hesitate to share
your thoughts and suggestions at any time.

Thank you for your commitment to this partnership. We look forward to working together to
achieve our common goals.



Sincerely,

[Your Name]

[Your Title]

[Your Organization]

[Contact Information]



