Letter of Expectations for Collaborative
Contributors

Date: [Insert Date]

To: [Insert Contributor's Name]

From: [Insert Your Name/Organization]
Dear [Contributor's Name],

As we embark on this collaborative project, | would like to take a moment to outline our
expectations for all contributors involved. Collaboration is key to our success, and your role is
vital. Below are the key points we believe will lead to effective teamwork:

« Communication: Maintain open lines of communication; share updates regularly and
seek feedback.

o Respect for Opinions: Listen and consider diverse perspectives; value contributions
from all team members.

e Accountability: Meet deadlines and fulfill commitments to the team; notify immediately
if any issues arise.

« Flexibility: Be open to adapting plans and approaches as necessary; collaboration
requires compromise.

o Support: Offer help and encouragement to fellow team members; foster a positive and
productive environment.

By adhering to these guidelines, we can ensure a successful and enriching collaborative
experience. Please feel free to reach out if you have any questions or additional points to discuss.

Thank you for your commitment and enthusiasm towards our shared goals.
Sincerely,
[Your Name]

[Your Position]
[Your Organization]



