
Supplier Remote Collaboration Guidelines 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Company Name] 

Subject: Remote Collaboration Guidelines 

Dear [Supplier Contact Name], 

We hope this message finds you well. As we continue to navigate through remote work, we 

would like to outline some guidelines to facilitate effective collaboration between our teams. 

1. Communication Channels 

We recommend using the following platforms for communication: 

• Email for formal communications 

• Slack for quick messages 

• Zoom for virtual meetings 

2. Meeting Protocols 

Please follow these protocols for scheduling and conducting meetings: 

• Schedule meetings 48 hours in advance 

• Ensure all participants receive a calendar invite 

• Prepare an agenda to share before the meeting 

3. Project Management Tools 

We utilize [Project Management Tool] to track our projects. Please ensure all tasks are updated 

regularly. 

4. Data Security 

All file sharing must occur through secure channels. Avoid sharing sensitive information over 

unsecured platforms. 

5. Feedback and Availability 



We encourage regular feedback regarding our collaboration. Please keep us informed of your 

availability for meetings and project updates. 

Thank you for your continued partnership. We look forward to our collaborative success. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


