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To:

From:

RE: GUIDELINES FOR COMMUNICATION
I am writing to you regarding the upcoming project's mode of communication. First, it is an honor to be appointed a leader to this team that comprises of awesome people. Since most of us are located in different countries, the primary mode of communicating efficiently will be through emails. That will at least shorten the distance hence we can feel included in the plan and functionality of the project. Bearing in mind that we are from different cultures, we will use English as the business language. I would also like to know if anyone of us does not understand the language so that we can make arrangements for getting translations. 

Secondly, we will pose questions here regarding the project, and I will kindly request your response. Everyone's opinion will be acknowledged and further deliberations made whereby we will all agree and come up with viable solutions.  The other thing I would also like us to put into consideration is respecting the view of everyone and also use a respectful tone while airing your views. We will only allow a decent language and words that will try to insinuate insults or that which will hurt one's feelings will not be allowed. 

We will have a timeframe for communication whereby emails will be sent to each one of us and responses will be welcome. Given the time differences in our respective countries, we have to agree on which time will be best for us to communicate. That will also be helpful since we are engaged in different duties at different times. 

Finally, if an email does not reach you at the agreed time, kindly raise the issue when you get to communicate to me next. If you feel not contented too and would like to add more information after receiving mail, kindly feel free to air your views. I hope we will cooperate in working on this project to make it a success. 

Advantages of collaborative writing at work

Collaborative writing is the art of projects being written by different people together rather than by a single individual (Elola, 2010). It is also referred to as group writing and is an essential component of work in the business world and schools. Most forms of business writing or technical ones highly depend on the efforts of teams that engage in collaborative writing.

This way of writing is important because it allows projects to be worked on faster hence saving time. When more hands work on the project, then a division of duty that is employed allows for easier work and time-saving at work. When a group of people works on a project, then it will complete it faster than when it is done by an individual.

Collaborative writing also allows one to better their skills and feel valued at work (Elola, 2010). Due to the corrections and the corrections one is exposed to, an individual will feel that their expertise has been utilized and also they have learned something new hence becoming better by day.

It also promotes excellence at work. When more people write with a common goal, their contribution to the writing will bring out good results. The end project will be desirable because of each and everyone's input. Mistakes can be easily noticeable when a project is done by a group (Elola, 2010).
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