
Collaboration Plan for Vendor Cross-

Functional Team Initiative 

Date: [Insert Date] 

To: [Vendor Name]  

From: [Your Company Name]  

Subject: Collaboration Plan for Cross-Functional Team Initiative 

Introduction 

Dear [Vendor Contact Name], 

We are excited to propose a collaboration plan for the upcoming cross-functional team initiative 

that aims to enhance our collective output and drive mutual benefits. 

Objectives 

• Identify key focus areas for collaboration. 

• Enhance communication between teams. 

• Develop shared goals and metrics for success. 

Scope of Collaboration 

The collaboration will encompass the following areas: 

• Joint project planning sessions. 

• Regular status meetings to track progress. 

• Shared resources and knowledge exchange. 

Roles and Responsibilities 

Each party will have defined roles: 

• [Your Company Name] - Project Coordination and Oversight 

• [Vendor Name] - Resource Provision and Expertise Sharing 

Timeline 

The planned timeline for this initiative is as follows: 

• Kick-off Meeting: [Insert Date] 



• Mid-Project Review: [Insert Date] 

• Final Evaluation: [Insert Date] 

Next Steps 

Please review this collaboration plan and provide your feedback by [Insert Date]. We look 

forward to your insights and finalizing our approach. 

Thank you for your collaboration. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Contact Information] 


