
Office Communication Protocols 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Office Communication Protocols 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. This letter serves as a reminder and guide regarding our 

office communication protocols. Following these guidelines will help ensure effective and 

professional interactions within our team. 

1. All emails should be addressed formally using the recipient's appropriate title. 

2. Use clear and concise language to convey your messages. 

3. Respond to emails within [XX] hours to maintain timely communication. 

4. In case of urgent matters, please utilize our instant messaging platform. 

5. Schedule meetings with adequate advance notice and provide a clear agenda. 

Thank you for your attention to these important protocols. If you have any questions or 

suggestions, please feel free to reach out. 

 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


