Resource Sharing and Access Guidelines

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Resource Sharing and Access Guidelines

Dear [Recipient Name],

I hope this message finds you well. As we continue to promote collaboration and efficiency
within our organization, | would like to outline the guidelines pertaining to resource sharing and

access. These guidelines aim to ensure that all members can effectively utilize available
resources while maintaining integrity and respect for shared assets.

1. Resource Access

All team members are encouraged to access shared resources during business hours. Please
follow the established protocols for obtaining access credentials.

2. Resource Sharing

When sharing resources, please ensure they are in good condition and suitable for use. Notify all
intended users about any usage restrictions or special instructions.

3. Responsibility and Accountability

All users are responsible for the proper care and return of the shared resources within the agreed
timeframe.

4. Reporting Issues

In case of damaged or malfunctioning resources, please report to [Contact Person/Department]
immediately for further action.

Your cooperation and adherence to these guidelines are paramount to our collaborative success.
Should you have any questions or require further clarification, please do not hesitate to reach out.

Thank you for your attention to this matter.

Sincerely,



[Your Name]
[Your Position]

[Your Organization]



