Collaborative Project Duty Allocation

Date: [Insert Date]

To: [Recipient's Name],

From: [Your Name],

Subject: Duty Allocation for [Project Name]
Dear [Recipient's Name],

As we embark on our collaborative project, I would like to outline the duty allocations to ensure
clarity and efficiency in our workflow. Below is the proposed allocation:

Team Members and Responsibilities

e [Team Member 1]: [Responsibility]

e [Team Member 2]: [Responsibility]

e [Team Member 3]: [Responsibility]

e [Your Name]: [Responsibility]

Please review the allocations and let me know if you have any suggestions or changes. Our first
meeting to discuss this will be on [Insert Date].

Looking forward to your feedback.
Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



