
Co-Author Responsibilities Outline 

Date: [Insert Date] 

To: [Co-Author's Name] 

From: [Your Name] 

Subject: Co-Author Responsibilities for [Project Title] 

Dear [Co-Author's Name], 

As we embark on our project titled "[Project Title]," it's important we outline our responsibilities 

to ensure a smooth collaboration. Below is a proposed outline of the co-author responsibilities: 

1. Research and Content Development 

• [Your Name] will be responsible for [specific tasks]. 

• [Co-Author's Name] will handle [specific tasks]. 

2. Data Collection and Analysis 

• [Your Name] will collect [data types]. 

• [Co-Author's Name] will analyze [analysis methods]. 

3. Writing and Editing 

• Both authors will contribute to drafting sections, specifically [details]. 

• Editing responsibilities will be divided as follows: [details]. 

4. Submission and Communication 

• [Your Name] will lead the manuscript submission process. 

• Regular updates will be communicated bi-weekly via [communication method]. 

Next Steps 

Please review this outline, and let me know if you have any suggestions or modifications. It's 

crucial we agree on our individual contributions to move forward effectively. 

Thank you for your collaboration! 

Sincerely, 

[Your Name] 


