Creative Collaboration Guidelines

Dear Team,

We are excited to embark on our upcoming creative collaboration project. To ensure a smooth
and productive process, please adhere to the following guidelines:

1. Communication

o Establish clear channels of communication (email, chat groups, etc.).
e Schedule regular check-ins to discuss progress and feedback.

2. Respect and Inclusivity

o Value diverse perspectives and ideas.
« Foster an inclusive environment where everyone feels comfortable sharing.

3. Roles and Responsibilities

o Clearly define roles within the team.
+ Hold each member accountable for their contributions.

4. Feedback Process

« Provide constructive feedback with specific examples.
o Encourage open dialogue about ideas and suggestions.

5. Deadlines and Milestones

o Set realistic deadlines for project phases.
e Celebrate milestones to motivate the team.

We look forward to a successful collaboration and are eager to see the creative ideas that will
emerge from our teamwork.

Best regards,
[Your Name]
[Your Position]

[Your Company]



