
Subject: Resolution of Communication Concerns 

Date: [Insert Date] 

To: [Team Name/Team Members] 

From: [Your Name/Your Position] 

Dear Team, 

I hope this message finds you well. I would like to address some recent concerns regarding our 

team communication. It has come to my attention that there have been some misunderstandings 

and a lack of clarity that may be affecting our collaboration. 

To resolve these issues, I propose the following steps: 

• Hold a team meeting on [Insert Date/Time] to discuss our communication methods. 

• Encourage open feedback on how we can improve our information sharing. 

• Implement a regular check-in schedule to ensure everyone is on the same page. 

Your input is invaluable, and I believe together we can foster a more effective communication 

environment. Please feel free to share any additional concerns or suggestions ahead of our 

meeting. 

Thank you for your cooperation and commitment to our team's success. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


