
Team Responsibilities Agreement 

Date: [Insert Date] 

To: [Team Members' Names] 

From: [Your Name] 

Subject: Shared Responsibilities for Team Objectives 

Dear Team, 

As we embark on our project [Project Name], it is essential that we define our shared 

responsibilities to ensure we meet our objectives effectively. Below is an outline of the roles and 

tasks assigned to each team member: 

• Team Member 1: [Specify Responsibilities] 

• Team Member 2: [Specify Responsibilities] 

• Team Member 3: [Specify Responsibilities] 

• Team Member 4: [Specify Responsibilities] 

Each of us plays a vital role in achieving our shared goals, and it is important that we 

communicate openly and support one another throughout this process. Please review your 

responsibilities and feel free to reach out if you have any questions or suggestions. 

Let's collaborate effectively to meet our objectives! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information] 


