
Collaboration and Accountability Agreement 

Date: [Insert Date] 

To: [Vendor/Subcontractor Name] 

From: [Your Company Name] 

Subject: Collaboration and Accountability 

Dear [Vendor/Subcontractor Name], 

We are pleased to initiate our collaboration on [Project Name] and appreciate your commitment 

to delivering exceptional services. 

Scope of Collaboration 

The scope of our collaboration includes [describe the services/products to be provided]. Both 

parties shall adhere to the agreed-upon timelines and deliverables as outlined below: 

• Deliverable 1: [Details] 

• Deliverable 2: [Details] 

• Timeline: [Details] 

Accountability Measures 

To ensure accountability, we agree to the following measures: 

• Regular meetings to discuss progress (Frequency: [Weekly/Bi-weekly]) 

• Reporting of issues within [time frame] of identification 

• Mutual feedback sessions to enhance performance 

Contact Information 

For any inquiries, please contact: 

Name: [Contact Person] 

Email: [Contact Email] 

Phone: [Contact Phone] 

We look forward to a fruitful collaboration and are confident that together we can achieve our 

project goals. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Company Phone] 


