
Partner Responsibilities Letter 

Date: [Insert Date] 

To: [Partner's Name] 

From: [Your Name] 

Subject: Detailed Role Guidelines for Our Partnership 

Dear [Partner's Name], 

We are excited to outline the responsibilities and roles involved in our partnership to ensure 

clarity and mutual understanding. Below are the detailed role guidelines: 

1. Responsibilities of [Your Name]: 

• Manage overall project coordination and communication. 

• Oversee budget allocation and financial reporting. 

• Provide regular updates to stakeholders. 

• Ensure compliance with relevant regulations. 

2. Responsibilities of [Partner's Name]: 

• Coordinate with the project team for implementation. 

• Lead marketing and outreach efforts. 

• Gather feedback and data for project evaluation. 

• Facilitate training and support for team members. 

3. Joint Responsibilities: 

• Collaborate on strategic planning and goal setting. 

• Participate in regular partnership meetings. 

• Share resources and expertise as needed. 

• Ensure transparency and trust in all dealings. 

We believe that by clearly defining our roles, we can work together more effectively and achieve 

our common goals. Please review the guidelines and feel free to share any thoughts or concerns. 

Thank you for your partnership and commitment! 

Best regards, 



[Your Name] 

[Your Title] 

[Your Organization] 


