Collaborative Effort Expectations

Date:

Dear [Team/Recipient's Name],

As we embark on our collaborative project, it is essential to establish clear expectations to ensure
a productive and harmonious working environment. Below are the key points that we all agree to
uphold:

o Communication: Maintain open and respectful communication at all times.

e Responsibility: Each team member is responsible for their assigned tasks and deadlines.

o Collaboration: We will actively support each other and share insights and resources.

« Conflict Resolution: Address conflicts constructively and in a timely manner to maintain
team morale.

o Feedback: Provide and receive feedback graciously, focusing on growth and
improvement.

By adhering to these expectations, we can foster a positive environment that promotes success
for our project and each member involved. Feel free to reach out if there are any concerns or
suggestions.

Thank you for your commitment,

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



