Cross-Functional VVolunteer Teams
Coordination

Date: [Insert Date]

To: [Insert Team Members' Names]

Dear Team,

As we embark on our upcoming project, | want to express my gratitude for your willingness to
volunteer your time and skills. Our collaboration across different functions will play a crucial
role in achieving our goals.

To ensure smooth coordination, please note the following:

Kickoff Meeting: [Insert Date and Time]

Roles and Responsibilities: [Briefly outline roles]

Communication Channels: [Specify tools/platforms to be used]
Project Timeline: [Overview of key milestones]

Your input and expertise are invaluable, and | encourage each of you to share your thoughts
during our meetings. Should you have any questions or suggestions, please feel free to reach out.
Thank you for your commitment, and | look forward to working together!

Best regards,

[Your Name]

[Your Position]
[Your Contact Information]



