
Here are some best practices for document collaboration in Notion to maximize team 
productivity and organization: 
 
Centralize Information 
Use Notion as a single source of truth by storing all important documents, meeting notes, 
project plans, and resources in a shared workspace accessible to the team. 
 
Utilize Templates and Standard Structures 
Create or use Notion templates to standardize document formats and workflows, ensuring 
consistency and easier writing and reviewing across team members 


