
Roles and Responsibilities Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Discussion of Roles and Responsibilities 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to initiate a discussion regarding our individual 

roles and responsibilities within [Project/Department Name]. It is essential that we align our 

efforts to ensure clarity and promote collaboration moving forward. 

Roles Overview: 

• [Your Role]: [Brief Description] 

• [Recipient's Role]: [Brief Description] 

• [Other Team Member's Role]: [Brief Description] 

Key Responsibilities: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

I believe it would be beneficial for us to have a meeting to discuss any overlaps and clarify any 

uncertainties regarding our responsibilities. Please let me know your availability for a 

conversation next week. 

Thank you for your attention to this matter. I look forward to collaborating with you closely. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


