Team Communication Letter

Date: [Insert Date]

To: [Team Members/Coaches/Staff]

Dear Team,

I hope this message finds you well. As we gear up for the upcoming season, | wanted to take a

moment to outline our communication processes to ensure seamless coordination among all
members.

Key Communication Channels:

o Email: [Insert Email Address]
o Team App: [Insert App Name]
e Group Chat: [Insert Platform]

Important Upcoming Dates:

o Team Meeting: [Insert Date and Time]
o First Practice: [Insert Date and Time]
o First Game: [Insert Date and Time]

Please ensure you have all necessary information updated and do not hesitate to reach out if you
have any questions or concerns.

Looking forward to a great season together!
Best regards,
[Your Name]

[Your Position]
[Team Name]



